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FORCE MANAGEMENT FOREWORD

POLICY

This Manual is reissued under the authority of DoD Directive 1400.25, “Department of
Defense Civilian Personnel Management System,” November 25, 1996. It implements
policy, establishes uniform DoD-wide procedures, provides guidelines and model
programs, delegates authority, and assigns responsibilities regarding civilian personnel
management within the Department of Defense. DoD 1400.25-M, “Civilian Personnel
Manual,” July 30, 1978, is hereby canceled.

It is DoD policy and National Performance Review philosophy that we should streamline
and eliminate redundancy in' government regulations as well as delegate authorities to the
lowest practical level. To avoid proliferation of regulations, the Manual is written to
establish specific parameters or prescribe procedures that ensure an appropriate level of
standardization. Therefore, the need for supplementing documents should be minimal.

This Manual applies to the Office of the Secretary of Defense, the Military Departments,
the Chairman of the Joint Chiefs of Staff, the Combatant Commands, the Inspector
General of the Department of Defense, the Defense Agencies, and the DoD Field
Activities (hereafter referred to collectively as “the DoD Components”), unless otherwise
provided.

This Manual is effective immediately. Use of this Manual by all DoD Componeﬁts is
mandatory. Obligations to unions representing employees affected by this Manual must
be satisfied before changes are 1mplemented with respect to those employees.

Send recommended changes to the Manual to:

Deputy Assistant Secretary of Defense (Civilian Personnel Pollcy)
4000 Defense Pentagon

Room 3D268

Washington, DC 20301-4000

The DoD Components may obtain copies of this Manual through their own publications
channels. It is approved for public release and unlimited distribution. Authorized
registered users may obtain copies from the Defense Technical Information Center, 8725
John J. Kingman Road, STE 0944, Ft Belvoir, VA 22060-6218. Other Federal Agencies
and the public may obtain copies from the U.S. Department of Commerce, National
Technical Information Service, 5285 Port Royal Road, Springfield, VA 22161.
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CHAPTER 100
GENERAL INFORMATION

References: (a) DoD Directive 1400.25, “DoD Civilian Personnel Management
System,” November 25, 1996
(b) Title S, United States Code, “Government Orgamzatlon and
Employees”
(c) Title 5, Code of Federal Regulations, “Administrative Personnel”

A. REISSUANCE AND PURPOSE

This Manual is reissued to implement policy and update responsibilities and procedures for
civilian personnel management within the Department of Defense.

B. POLICY
It is DoD policy under DoD Directive 1400.25 (reference (a)) that:

1. DoD civilian personnel policies, procedures, and programs shall balance the legitimate
needs of uniformity and flexibility. DoD civilian personnel management Publications shall:

a. Be jointly developed in conjunction with the DoD Components and the Civilian
Personnel Policy Council.

b. Be streamlined and simplified.

c. Beissued only if necessary to comply with Executive Orders, law, or regulation, or to
assist Civilian Personnel Offices/Human Resource Offices (CPOs/HROs), managers, supervisors,
employees, and their representatives with civilian personnel management issues.

d. Provide for the optimal delegation of authorities and operating responsibilities to the
lowest level practical.

e. Be distributed to all CPOs/HROs and, where practical, to managers and supervisors.

f. Be automated to the extent practical to include automated administrative processes,
decision support systems, and distribution.

2. To the maximum extent practicable, total force management should guide the design of
civilian personnel policies. Civilian personnel policies should provide unified direction by the
Secretaxy of Defense, meet the requirements of unified commanders, and develop a shared sense
of mission and responsibility among civilian employees and military personnel.
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3. Civilian personnel policies, procedures, and programs as set forth in this Manual are
binding on all DoD Components. Existing DoD Component civilian personnel policies,
procedures, and programs may continue until superseded by law, controlling regulations, new
provisions of this Manual, or related DoD Publication provisions.

4. The principles of equal employment opportunity and workforce diversity shall be
incorporated into the design and implementation of civilian personnel policies, procedures and

programs at all organizational levels.

5. Consistent-with workload and mission requirements, the need to create flexible work
arrangements that allow employees to better balance their work and other (e.g., family)
responsibilities shall be incorporated into the design and implementation of civilian personnel
policies, procedures and programs at all organizational levels.

6. DoD managers at all levels shall ensure that they satisfy any obligations to unions
representing employees affected by changes to DoD policies, procedures, and programs. Changes

that conflict with existing negotiated agreements may not be implemented until the agreement
expires or is renewed unless:

a. The parties agree otherwise; or,

b. The change is required by law or by a rule or regulation implementing law governing
prohibited personnel practices.

C. RESPONSIBILITIES

1. The Deputy Assistant Secretary of Defense (Civilian Personnel Policy) shall:

a. Issue uniform DoD-wide civilian personnel policies, prbcedures, programs and
guidance, based on DoD Directive 1400.25 (reference (a)), the references cited in that Directive,

and this Manual.

b. Monitor the implementation and effectiveness of this Manual and revise it as
appropriate.

c. Develop model civilian personnel management procedures and programs for DoD-wide
use.

d. Waive provisions of this Manual or other DoD civilian personnel management
Publications authorized by DoD Directive 1400.25 (reference (a)), as appropriate.

2. The Heads of the DoD Components shall ensure implementation and compliance with the

policies, procedures, and programs set forth in DoD Directive 1400.25 (reference (a)), this
Manual, and other DoD civilian personnel management Publications authorized by reference (a).
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3. Managers and Supervisors shall, when delegated civilian personnel management
authorities, carry out civilian personnel management policies, procedures, and programs as
outlined in DoD Directive 1400.25 (reference (a)), this Manual, other DoD civilian personnel
management Publications authorized by reference (a), and consistent with applicable negotiated
agreements.

D. PROCEDURES

1. Each chapter of this Manual is structured to be self-contained and is prepared for direct
use by supervisors, managers, and personnel specialists at all levels.

2. Chapters and subchapters in this Manual are arranged numerically to correspond with
applicable sections of 5 U.S.C. (reference (b)) and 5 CFR (reference (c)), wherever possible.

3. New and revised chapters and subchapters of this Manual shall be approved and issued by
the Deputy Assistant Secretary of Defense (Civilian Personnel Policy) (DASD (CPP)) as required.

4. The DoD Components shall cancel all internal regulatory material that addresses the same
policies and procedures established by this Manual, at the time of such issuance, except where
such regulatory material is mandated by negotiated agreements, where authorized by this Manual,
or when determined essential by the Component Heads for Component-unique reasons.
Component Heads include the Secretaries of the Military Departments, Directors of Defense
Agencies with independent appointing authority, and the OSD Director of Administration and
Management.

E. SUPPLEMENTATION

1. The need for supplementation to the Manual shall be identified during the joint pohcy
development of each CPM subchapter.

2. In accordance with the policy and philosophy of the Secretary of Defense to streamline
and eliminate redundancy in government regulations, supplementation shall be kept to a minimum.

3. When the need for supplementation is identified during policy development, and when
Component Heads (as defined in D.4. above) determine that supplementation is essential,
Components may supplement the policies, procedures, and programs published in this Manual.
Within the Military Departments, the authority to approve supplementation may be delegated to
the Assistant Secretary level. No further delegation is authorized. Copies of approved
supplementation shall be provided to the DASD (CPP) within 30 days of issuance.

4. 'When supplementation is specifically prohibited, the restriction will be identified in the
individual CPM subchapters.

5. Implementing procedures and programs may be issued at the operating level.

6. The DASD (CPP) shall issue DoD Handbooks, Guides, Pamphlets, and similar DoD
Publications, as necessary, to provide detailed procedural, operational, or administrative material
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on specific program areas, or to provide model programs on subjects that should be uniform for
DoD-wide application.

F. WAIVERS

Requests for waivers to this Manual or other DoD civilian personnel management
Publications authorized by DoD Directive 1400.25 (reference (a)) shall be forwarded, with full
justification, through command channels, to the DASD (CPP) for appropriate action.
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SUBCHAPTER 251

RELATIONSHIPS WITH ORGANIZATIONS REPRESENTING

FEDERAL EMPLOYEES AND OTHER ORGANIZATIONS

References: (a) DoD Directive 1400.25, “DoD Civilian Personnel Management System,”

November 25, 1996

(b) Title 5, Code of Federal Regulations, Part 251, “Agency Relationships with
Organizations Representing Federal Employees and Other Organizations”

(c) Chapter 71 of title 5, United States Code

(d) DoD 5500.7-R, “Joint Ethics Regulation,” 1994, authorized by DoD Directive
5500.7, August 30, 1993

(e) DoD Instruction 1000.15, “Private Organizations on DoD Installations,”
September 22, 1978

(f) Title 18, United States Code, Section 205

(g) Title 5, Code of Federal Regulations, Parts 550.311(b) and 550.331

(h) DoD 7000.14-R, “Department of Defense Financial Management Regulation,”
Volume 8, “Civilian Pay Policy and Procedures,” January 1995, authorized by
DoD Instruction 7000.14, November 15, 1992

(i) DoD Instruction 5010.30, “Intramanagement Communication and
Consultation,” May 2, 1989 (hereby canceled)

A. PURPOSE

This Subchapter implements Department of Defense (DoD) policy, prescribes procedures,
delegates authority, and assigns responsibility concerning relationships with non-labor
organizations representing Federal employees (e.g., management and professional associations)
and other organizations. The Subchapter implements policies under references (a) through (h)
and cancels DoD Instruction 5010.30 (reference (i)).

B. DEFINITIONS

1. Association of Supervisors and Management Officials. An association comprised
primarily of management officials and/or supervisors, which is not eligible for recognition under
Chapter 71 of title 5 of the U.S. Code or comparable provisions of other laws, and which is not
affiliated with a labor organization or federation of labor organizations.

2. Labor Organization. An organization as defined in 5 U.S.C. 7103(a)(4) (reference (c))

whose membership consists exclusively or primarily of employees and that complies with 5
U.S.C. 7120 (reference (c)).

3. Organization Representing Federal Employees and Other Organizations. An organization,
other than a labor organization, that can provide information, views and services that will
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contribute to improved agency operations, personnel management, and employee effectiveness. .
Such an organization may be an association of Federal management officials and/or supervisors,

a group representing minorities, women or persons with disabilities in connection with Equal

Employment Opportunity programs and action plans, a professional association, a civic or

consumer group, an organization concerned with special social interests, and the like.

C. POLICY
It is the policy under DoD Directive 1400.25 (reference (a)) that:

1. Employees may join lawful management and professional associations and other
organizations, consistent with DoD 5500.7-R (reference (d)).

2. Installation Commanders and Equivalent Management Officials shall:

a. Inform managers about developments affecting their work situations and provide them
an opportunity to take part in making decisions concerning these developments;

b. Create a climate in which managers at all levels identify with management and take
part actively in setting and attaining management goals, have a full understanding of
management policies and interactions among organizational subunits, and have the information
and assistance they need to represent management in relationships with employees and labor

organizations; ‘

c. Establish consultative relationships with management associations, as appropriate, in
accordance with good management principles, applicable laws and regulations and this
Subchapter; and

d. Bring management association(s) with which an official consultative relationship
exists into the intframanagement consultative process in accordance with the procedures in this
Subchapter. Such intramanagement communication should be in addition to, not instead of,
individual contacts and exchanges of information and views basic to managerial relationships.

3. Installation Commanders or Equivalent Management Officials may, at their discretion and
consistent with applicable statutes and regulations:

a. Establish relationships with organizations, other than associations of supervisors and
management officials, when this would contribute to effective personnel management or
improved operations or provide benefits to mission and programs. In making such
determinations, installation commanders (or their equivalent) may wish to consider whether such
a relationship will provide a service to employees who are members of the association or
organization, contribute to the morale and welfare of employees, or promote an effective
relationship with the local community and the general public.
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b. Extend support to organizations or their members to the extent consistent with
applicable laws and regulations, where this is in the best interests of the Department of Defense.
5 CFR 251.202(a)) (reference (b)) and DoD Instruction 1000.15 (reference (e)) provide some
examples of support services that might be appropriate, consistent with the Joint Ethics
Regulation (reference (d)).

4. 18 U.S.C. 205 (reference (f)) bars Federal employees from acting as agents or attorneys
for any person or organization before any Federal agency or other Federal entity regarding any
matter in which the United States is a party or has a direct and substantial interest, except if such
activity is in connection with the performance of official duties. The law also provides that, so
long as there is no conflict of interest, generally, an individual may represent any organization or
group without compensation, if a majority of the members are offizers or employees or spouses
or dependent children of officers or employees of the United States or the District of Columbia.
There are three exceptions:

a. A claim under Subsection (a)(1) or (b)(1) of title 18 U.S.C. 205 (reference (f));

b. A judicial or administrative proceeding where the organization or group is a party;
and

c. A grant, contract, or other agreement (including a request for such a grant, contract, or
agreement) providing for disbursement of Federal funds to the organization or group.

(Because of the significant potential for confusion whether representation is permissible,
managers and employees should consult their legal office if faced with any the foregoing
situations.)

5. Relationships with associations and other organizations shall not conflict with Chapter 71
of 5 U.S.C. (reference (c)). In this regard, dealings with management and professional
associations and other organizations shall not take on the character of negotiations over
conditions of employment for employees eligible to be represented by a labor organization as
defined under that reference.

6. In addition to this Subchapter, DoD 5500.7-R (reference (d)) should be consulted on
establishing relationships with employee and other organizations.

D. RESPONSIBILITIES

1. The Deputy Assistant Secre of Defense (Civilian Personnel Polic ASD (CPP)), or
designee, shall issue uniform policies, procedures, and guidance concerning relationships with
management and professional associations, and other organizations, and may establish
relationships under this Subchapter.

2. The Heads of the DoD Components shall comply with, and may establish relationships
under, the provisions of this Subchapter.
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3. Installation Commanders or Equivalent Management Officials with Delegated Appointing
Authority shall carry out, and may establish relationships under, this Subchapter.

E. PROCEDURES

1. Establishment of Consultative Relationship

a. For a management or other association to establish a consultative relationship, it must
show a level of membership support at an organizational level that is substantial enough to
ensure a worthwhile dialogue with executive management and, therefore, to warrant
establishment of the relationship.

b. Generally, an association must have an official consultative relationship with at least
two DoD Components to receive consideration for establishment of such a relationship at the
DoD level.

c. An association shall address a written request for establishing a consultative
relationship to the DASD (CPP), the head of the DoD Component, or subordinate Component
organizational level, as appropriate. The request shall include:

(1) A statement regarding why the association believes an official consultative
relationship should be established;

(2) A copy of the association's current constitution and bylaws that must show the
association is a lawful nonprofit organization that subscribes to minimum standards of fiscal
responsibility and employs democratic principles in the nomination and election of its officers;

(3) A list of the current officers of the association and, where applicable, subordinate
organizations (e.g., chapters); and

(4) A statement that the association does not discriminate in terms of membership or
treatment on the basis of race, color, religion, sex, age, national origin, or handicapping
condition.

d. An association may only be recognized provided:
(1) Thatit does not assist or participate in a strike, work stoppage or slowdown
against the Government of the United States or any agency thereof or impose a duty or obligation

to conduct, assist or participate in such strike, work stoppage or slowdown.

(2) That it does not advocate the overthrow of the constitutional form of government
of the United States.
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e. Where official consultative relationships exist, dealings may include meetings between
association representatives and executive managers and may provide an opportunity for
association representatives to assist in the design of policy or to review and comment on
proposed policy relating to personnel management, planning, production, and other areas of -
management concern. '

2. Termination of Consultative Relationship

If it is determined that an association does not meet the requirements of Section E.1. of this
Subchapter, the DASD (CPP), the head of the DoD Component or subordinate Component
organizational level, as appropriate, will notify the association of the intent to end the
consultative relationship.

3. Dues Withholding

Employees may authorize an allotment for association dues as provided for under 5 CFR 550
and DoD 7000.14-R (references (g) and (h)).
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. SUBCHAPTER 430
. PERFORMANCE MANAGEMENT

References: (a) DoD Directive 1400.25, “DoD Civilian Personnel Management System,”
‘ November 25, 1996
(b) Chapters 23, 43, 45, 53 and 71 of title 5, United States Code
(c) Title 5, Code of Federal Regulations, Parts 430, 451 and 531
(d) DoD Directive 1440.1, “The DoD Civilian Equal Employment Opportunity
| Program,” May 21, 1987

A. PURPOSE

This Subchapter implements DoD performance management policies under references (a)
through (c); prescribes procedures, delegates authority, and assigns responsibility for performance
management within the Department of Defense; and establishes the DoD Performance Appraisal
System.

B. POLICY

It is DoD policy under reference (a) that the objective of performance management is to

. improve individual, team (where applicable), and organizational performance. An integral part of
this objective is the establishment of management accountability for Equal Employment

Opportunity (EEO) and Affirmative Employment Program (AEP) practices and principles. In

achieving this objective, performance management programs shall:

1. Be designed to meet and integrate fully into organizational or mission goals and objectives,
and management processes.

2. Be designed and used as tools for executing management and supervisory responsibilities;
communicating and clarifying organizational goals and objectives to employees; involving
employees in improving organizational effectiveness and in accomplishing organizational missions
and goals; and assessing employee, team, and organizational effectiveness and performance.

3. Identify employee, team, and managerial accountability for the accomplishment of
individual, team and organizational goals and objectives.

4. Provide for planning, monitoring, developing, and evaluating individual, team, and
organizational performance; use appropriate measures of performance to recognize and reward
employees; and use the results of performance appraisal as a basis for appropriate personnel
actions.

5. Support and be consistent with merit system principles in Section 2301 of 5 U.S.C.

. (reference (b)).

430-1
#First Amendment (Ch 1, 7/25/97)




Dec 96#
1400.25-M

6. Provide for involving employees and their representatives in program development,
implementation, and application.

7. Provide appropriate training to those involved in the program.

8. Encourage employees to take responsibility to continuously improve, support team
endeavors, develop professionally, and perform at their full potential.

9. Ensure the incorporation in performance evaluations of matters required by other law,
regulation, and DoD policy including the establishment of a critical element and related
performance standards concerning EEO for all supervisors, managers, and other employees with
EEO responsibilities as required by paragraph E.2.f. of DoD Directive 1440.1 (reference d).

C. PERFORMANCE APPRAISAL

1. Appendix A of this Subchapter establishes the DoD Performance Appraisal System. It has
been approved by the Office of Personnel Management (OPM) (See Appendix B).

2. The DoD Performance Appraisal System governs all performance appraisal programs for
covered employees within the Department of Defense. It establishes performance appraisal
program requirements. Performance appraisal programs established or revised after the effective
date of the DoD Performance Appraisal System shall comply with the System, other applicable
DoD policies and procedures, 5 U.S.C. and 5 CFR (references (b) and (c)), and other applicable
laws and regulations.

D. AWARDS

Awards are tools to acknowledge, motivate, and reward significant individual, team, or
organizational achievements or contributions and shall be an integral part of performance
management within the Department of Defense. Awards shall be granted consistent with EEO
and AEP policies and free from discrimination regardless of race, color, religion, age, sex,
national origin, or disability. Subchapter 451 of this Manual implements DoD policies,
procedures, and requirements governing awards programs within the Department of Defense.

E. RESPONSIBILITIES

1. The Deputy Assistant Secretary of Defense (Civilian Personnel Policy) shall issue DoD

performance management policies and procedures; establish the DoD Performance Appraisal
System; and, develop, or assist in the development of, performance management programs and
monitor their implementation and effectiveness.

2. The Heads of the DoD Components shall ensure the development, implementation,
application and evaluation of performance management programs within their Components and

430-2
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. shall ensure that programs established or revised after the effective date of the DoD Performance
| Appraisal System comply with the System and references (b) through (d).

e 3. Managers, Supervisors, Team Leaders (where applicable) and Employees shall be

separately and collectively responsible for individual, team, and organizational performance and
for creating a work culture and environment that promotes a high-performance, high-involvement
organization. :
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SUBCHAPTER 430
APPENDIX A
DOD PERFORMANCE APPRAISAL SYSTEM

A. PURPOSE

This Appendix establishes the DoD Performance Appraisal System. The System governs all
performance appraisal programs within the Department of Defense established or revised after the
effective date of the system. Such programs shall fully comply with the System, other applicable
DoD policies and procedures, 5 U.S.C. (reference (b)) and 5 CFR 430, 451 and 531 (reference
(c)), and other applicable laws and regulations.
B. COVERAGE

1. DoD Component Coverage. The DoD Performance Appraisal System applies to all DoD
Components except the National Security Agency (NSA), the National Imagery and Mapping
Agency (NIMA), and the Defense Intelligence Agency (DIA) (see Section 4301(1)(ii) of reference
(b)) and other DoD organizations excluded from coverage by other applicable law.

2. Employee Coverage. As provided for by Section 4301(2) of reference (b), the DoD
Performance Appraisal System covers appropriated fund employees employed by the Department
of Defense (including senior-level and scientific and professional employees paid under Section

5376 of reference (b)) except for the following:

a. Employees outside the United States paid in accordance with local native prevailing
wage rates for the area in which employed;

b. Individuals in the Senior Executive Service;

c. Individuals appointed by the President;

d. Individuals occupying excepted service positions for which employment is not
reasonably expected to exceed the minimum period established in performance appraisal programs
in a consecutive 12-month period;

e. Individuals who:

(1) Are serving in positions under a temporary appointment for less than one year,

(2) Agree to serve without a performance evaluation, and

‘ (3) Will not be considered for a reappointment or for an increase in pay based in
whole or in part on performance;

430-A-1
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f. Civil Service Mariners of the Military Sealift Command, Department of the Navy;

g. U. S. citizen excepted service employees of the North Atlantic Treaty Organization
(NATO) and Supreme Headquarters Allied Powers Europe (SHAPE) international staff, and

h. Individuals excluded from coverage under other applicable law.

C. DEFINITIONS

1. Additional Performance Element. A dimension or aspect of individual, team, or
organizational performance that is not a critical or non-critical element. Such elements are not
used in assigning a summary level but, like critical and non-critical elements, are useful for
purposes such as communicating performance expectations and serving as the basis for granting
awards. Such elements may include, but are not limited to, objectives, goals, program plans,
work plans, and other means of expressing expected performance.

2. Appraisal. The process under which performance is reviewed and evaluated.

3. Appraisal Period. The established period of time for which performance will be reviewed
and a rating of record will be prepared.

4. Appraisal Program. The specific procedures and requirements for appraisal established
within the DoD Components under the policies and parameters of the DoD Performance

Appraisal System.

5. Appraisal System. DoD-wide policies and parameters governing performance appraisal
programs under 5 U.S.C. 43, Subchapter 1 (reference (b)), and 5 CFR 430 (reference (c)).

6. Critical Element. A work assignment or responsibility of such importance that
unacceptable performance on the element would result in a determination that an employee’s
overall performance is unacceptable.

7. Non-Critical Element. A dimension or aspect of individual, team, or organizational
performance, exclusive of a critical element, that is used in assigning a summary level. Such
elements may include, but are not limited to, objectives, goals, program plans, work plans, and
other means of expressing expected performance.

8. Performance. The accomplishment of work assignments or responsibilities.

9. Performance Plan. All of the written, or otherwise recorded, performance elements that
set forth expected performance. A performance plan must include all critical and non-critical
elements and their performance standards. It also may include additional performance elements

and their performance standards, if any.
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10. Performance Rating. The written, or otherwise recorded, appraisal of performance
compared to the performance standard(s) for each critical element and non-critical element on
which there has been an opportunity to perform for the minimum period. A performance rating
may include the assignment of a summary level as specified in Section 430.208(d) of 5 CFR
(reference (c)).

11. Performance Standard. The management-approved expression of the performance
threshold(s), requirement(s), or expectation(s) that must be met to be appraised at a particular
level of performance. A performance standard may include, but is not limited to, quality, quantity,
timeliness, and manner of performance.

12. Progress Review. Communicating with the employee about performance compared to the
performance standards of critical and non-critical elements.

13. Rating of Record. The performance rating prepared at the end of an appraisal period for
performance over the entire period and the assignment of a summary level as specified in Section
430.208(d) of reference (c). This constitutes the official rating of record referenced in Part 430 of
reference (c). ' .

D. PERFORMANCE APPRAISAL PROGRAM REQUIREMENTS
1. General. Each DoD Component shall ensure continuation of current, or establishment of
one or more, performance appraisal programs as provided under Section E. of this Subchapter.
New or revised performance appraisal programs shall:
a. Comply with the DoD Performance Appraisal System;
b. State they comply with the System;

c. Indicate their effective date;

d. Specify which employees are covered by the program, the summary level pattern
chosen, and the appraisal period;

e. Specify the procedures and requirements for planning, monitoring, developing,
evaluating, and rewarding performance; and

f. Contain a savings provision comparable to that in Section 430.201(b) of reference (c).

No employee may be concurrently covered by more than one performance appraisal program. |
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2. Performance Plans

a. Employees must have approved written, or otherwise recorded, performance plans .
based on work assignments and responsibilities. The plans shall cover the official appraisal
period.

b. Performance plans shall be provided to employees at the beginning of each appraisal
period (normally within 30 days). They shall include all critical and, where used, non-critical
elements and related performance standards. They may also include additional performance
elements and related performance standards, if any. Performance plans may contain any
combination of critical, non-critical, and additional elements and related performance standards. -
However, each performance plan shall have at least one critical element that addresses individual

performance.

3. Employee Involvement. Programs shall provide for employee participation in program
development, implementation, and application. For employees who are represented by a labor
organization that is accorded exclusive recognition under 5 U.S.C. 71 (reference (b)), employee
involvement shall take place consistent with the requirements of that chapter. For other
employees, organizations shall determine the method of employee involvement consistent with
applicable law and regulation. Programs should encourage employee participation in establishing
performance standards.

4. Appraisal Periods

a. Performance appraisal programs shall establish an official appraisal period during which .
performance shall be monitored and for which a rating of record shall be prepared. The programs
shall generally designate appraisal periods so that employees shall be provided a rating of record
on an annual basis. When employee work assignments and responsibilities warrant or where
performance management objectives can be achieved more effectively, longer appraisal periods
may be granted.

b. A rating of record shall be given to each employee as soon as practicable after the end
of the appraisal period. When a rating of record cannot be prepared at the time specified in the
program, the appraisal period shall be extended until the conditions necessary to meet the
minimum period of performance have been met. Thereafter, a rating of record shall be prepared
as soon as practicable.

5. Elements. Each performance appraisal program shall provide for a minimum of two rating
levels for each critical and non-critical element. For critical elements, rating levels shall include
rating levels at the “Fully Successful” or equivalent level and at the “Unacceptable” level.

- 6. Performance Standards. Performance standards shall be established at the “Fully
Successful” or equivalent level for all critical elements and also may be established at other levels,
For non-critical elements, performance standards shall be established at whatever level is
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appropriate. The absence of an established performance standard at a level specified in the
program shall not prevent a determination that performance is at that level.

7. Minimum Period of Performance. Performance appraisal programs shall contain at least
a 60-day minimum period of performance that must be completed before a performance rating
may be prepared. :

8. Performance Discussions. Performance appraisal programs shall provide for
communicating performance plans (e.g., elements, performance expectations and any goals and
objectives) to employees. They shall also include the methods for appraising each critical and
non-critical element during the appraisal period against the employee’s performance standards.
The appraisal methods shall include, but not be limited to, one or more progress reviews during
each appraisal period. To the maximum extent possible, progress reviews shall be informative and
developmental in nature and shall focus on how to improve future performance.

9. Summary Level

a. Each performance appraisal program shall provide a method for deriving and assigning
a summary level from one, and only one, of the following patterns based on appraisal of
performance on critical elements and, where applicable, non-critical elements:

SUMMARY LEVEL

PATTERN 1 2 3 4 5

A X X

B X X X

C X X X

D X X | X

E X X X X

F X X | X X

G X X1 X X

H X X X X X

Under the above patterns, Level 1 through Level 5 are ordered categories, with Level 1
as the lowest and Level 5 as the highest: Level 1 is “Unacceptable”; Level 3 is “Fully Successful”
or equivalent; and Level 5 is “Outstanding” or equivalent. The term “Outstanding” shall be used
only to describe a Level 5 summary level.

b. A summary level must be assigned when a performance rating is prepared as part of a
rating of record. Assigning a summary level at other times is optional.

10. Distribution of Ratings. Performance appraisal programs shall not establish a forced
distribution of summary ratings. This does not prevent making other distinctions among
employees or groups of employees based on performance for purposes other than assigning a
summary level (e.g., for award determinations and promotion decisions).
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11. Details, Transfers, and Other Special Circumstances. Performance appraisal programs
shall establish criteria and procedures to address the performance of employees who are on detail,
who are transferred, and for other special circumstances established under the program. In
situations involving long-term training, managers and supervisors may develop a performance plan
relating to the training. The plan could include achievement of specific training objectives. These
objectives may be determined to be critical or non-critical.

12. Transfer of Rating. Performance appraisal programs shall establish criteria and
procedures to address the performance of employees who are transferred. These criteria and
procedures shall provide for a transfer of the employee’s most recent ratings of record, and any
subsequent performance ratings, when an employee transfers. The DoD Components or activities
shall take into consideration transferred ratings covering an employee’s performance within their
current appraisal period when deriving the next rating of record.

13. Related Personnel Actions. Performance appraisal programs shall provide for
performance appraisals to be used as a basis for taking appropriate personnel actions in
accordance with applicable provisions of law and regulation.

14. Below “Fully Successful” Performance

a. Programs may provide that managers and supervisors provide assistance to employees
whose performance is determined to be below “Fully Successful” or equivalent but above
“Unacceptable” at any time during the appraisal period.

b. Performance appraisal programs shall require that managers and supervisors provide
assistance to employees to improve unacceptable performance. Assistance may be provided at
any time during the appraisal period that performance is determined to be “Unacceptable” in one
or more critical elements. Programs shall also provide for reassigning, reducing in grade, or
removing employees who continue to have unacceptable performance but only after such
employees have an opportunity to demonstrate acceptable performance. Programs shall also
provide for review and approval of “Unacceptable” ratings of record by a higher level
management official.

15. Veterans’ Ratings. Performance appraisal programs shall provide that the rating of
record or performance rating for a disabled veteran shall not be lowered because the veteran has
been absent from work to seek medical treatment as provided in 5 CFR 430.207(f) (reference

().
E. IMPLEMENTATION

1. Under Section 430.201(b) of reference (c) and this Subchapter, current DoD Component
performance management plans approved by OPM continue in effect as appraisal programs under
the DoD Performance Appraisal System (See subsection D.1., above). Actions initiated against
unacceptable employees under a performance management plan in existence prior to the effective
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‘ date of the DoD Performance Appraisal System shall continue to be processed consistent with
that pre-established plan.

2. The DoD Components or activities shall provide the DASD (CPP) a copy of new or
revised performance appraisal programs.
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SUBCHAPTER 430

APPENDIX B

OFFICE OF PERSONNEL MANAGEMENT APPROVAL
OF THE DOD PERFORMANCE APPRAISAL SYSTEM

United States

Office of

Personnel Management  washington, D.C. 20415

© In Reply Refer To: Your Reference:

JAN 31 0%

Diane M. Disney

Deputy Assistant Secretary of Defense
(Civilian Personnel Policy)

4000 Defense Pentagon

Washington, D.C. 20301-4000

Dear Ms. Disney:

This letter is in response to your request of January 26, 1996, for approval of a
new performance appraisal system for the Department of Defense. The new
system will apply to all non-SES Department of Defense employees other than
those excluded by law, OPM regulation, and those excepted service positions
excluded by OPM at the request of the Department of Defense. We have
reviewed the system and determined that it meets the requirement of 5 CFR
part 430 subpart B. The system is approved.

Please send us, for approval, any future changes that would impact legal or
regulatory requirements as they apply to the appraisal system.

Sincerely,

M%/z

Doris Hausser, Chief

Performance Management and
Incentive Awards Division

Office of Labor Relations
Workforce Performance
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SUBCHAPTER 451
AWARDS

DoD Directive 1400.25, “DoD Civilian Personnel Management System,”
November 25, 1996

Title 5, Code of Federal Regulations, Parts 430, 451, 531 and 534
Chapters 12, 21, 33, 43, 45, 53 and 71 of title S, United States Code
Section 1124 of title 10, United States Code

Executive Order 10717, “The President’s Award for Distinguished Federal
Civilian Service,” June 27, 1958, as amended

Executive Order 9586, “Medal of Freedom,” July 6, 1945, as amended
Executive Order 11494, “Establishing the Presidential Citizens Medal,”
November 13, 1969 '

Executive Order 10431, “National Security Medal,” January 19, 1953
DoD Instruction 1416.4, “Quality Step Increases for Employees Subject to
the Classification Act of 1949,” March 4, 1963 (hereby canceled)

DoD Instruction 5010.39, “Work Force Motivation,” November 16, 1984
(hereby canceled)

DoD Instruction 5120.16, “Department of Defense Incentive Awards
Program: Policies and Standards,” July 15, 1974, as amended (hereby
canceled)

Assistant Secretary of Defense (Force Management & Personnel)
Memorandum, “Department of Defense Implementation Plan for Time Off

-as an Incentive Award,” June 12, 1992, as amended (hereby canceled)

DoD Directive 1432.2, “Honorary Awards to Private Citizens and
Organizations,” February 28, 1986 (canceled)

DoD Directive 5120.15, “Authority for Approval of Cash and Honorary
Awards for DoD Personnel,” August 12, 1985 (canceled)

DoD 7000.14-R, "Department of Defense Financial Management
Regulation," Volume 8, "Civilian Pay Policy and Procedures," June 1994,
authorized by DoD Instruction 7000.14, “DoD Financial Management
Policy and Procedures,” November 15, 1992

This Subchapter implements DoD policies under references (a) through (c) and delegates
authority, assigns responsibility, and establishes requirements for awards and awards programs for
civilian employees within the Department of Defense. Additionally, this Subchapter establishes
DoD-level awards for private citizens, groups or organizations, provides guidance for awards
established by Components for private citizens and others, provides guidance for awards to
military personnel under reference (d) above and issues procedures to be observed by
Components in recognizing or recommending to the Secretary of Defense civilian employees or
others for Presidential-level awards established under references (e) through (h). This subchapter
also cancels references (i) through (1) and supersedes references (m) and (n).
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B. POLICY

1. Itis DoD policy under DoD Directive 1400.25 (reference (a)) to encourage the full
participation of DoD personnel at all levels in improving Government operations and, under
references (a) through (h) to pay cash awards, grant time-off, or incur necessary expenses for the
honorary and informal recognition of DoD personnel, either individually or as a member of a

group, on the basis of:

a. A suggestion, invention, productivity gain, superior accomplishment, or other personal
effort that contributes to the efficiency, economy, or other improvement of Government
operations or achieves a significant reduction in paperwork;

b. A special act or service in the public interest in connection with or related to official
employment; or,

c. Performance as reflected in the employee’s most recent rating of record as defined by
5 CFR 430.203 (reference (b)).

2. Awards under this Subchapter shall be granted consistent with Equal Employment
Opportunity and Affirmative Employment Program policies and shall be free from
discrimination regardless of race, color, religion, age, sex, national origin, or disability.

3. Awards programs for civilian employees shall involve employees or their representatives in
program development and implementation as appropriate. The method of involvement shall be in
accordance with applicable law.

4. Policies and standards governing awards for which both DoD civilian and military
personnel are eligible shall be applied equitably to the extent consistent with applicable law and
regulation.

5. Awards granted under this Subchapter shall be subject to applicable tax rﬁles.

6. Awards granted under this Subchapter shall be given due weight in qualifying and selecting
an employee for promotion as required by 5 U.S.C. 3362 (reference (c)).

7. Awards which are separate from awards and awards programs created to recognize civilian
employees may be established to recognize private citizens, groups and organizations that
significantly assist or support DoD functions, services or operations performed as a public service.
Such awards shall be established and administered consistent with Section O of this Subchapter.

C. DEFINITIONS
1. Award. Something bestowed or an action taken to recognize and reward individual or

team achievement that contributes to meeting organizational goals or improving the efficiency,
effectiveness, and economy of the Government or is otherwise in the public interest. Such awards
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include, but are not limited to, employee incentives that are based on predetermined criteria such
as productivity standards, performance goals, measurements systems, award formulas, or payout
schedules.

2. Award Program. The specific procedures and requirements established in a DoD
Component for granting awards under 5 CFR 451 (reference (b)) and this Subchapter.

3. Monetary Award. An award in which the recognition device is a cash payment that
does not increase the employee’s rate of basic pay.

4. Non-Monetary Award. An award in which the recognition device is not a cash
payment or time-off as an award but rather an award of a honorific value, e.g. a letter, certificate,
medal, plaque or item of nominal value.

5. Time-Off Award. An award in which time-off from duty is granted without loss of pay
or charge to leave and for which the number of hours granted is commensurate with the
employee’s contribution or accomplishment.

6. Tangible Benefit. Savings to the Government that can be measured in terms of
dollars.

7. Intangible Benefit. Savings to the Government that cannot be measured in
terms of dollars.

D. AWARD RESTRICTIONS

1. Limitations of Awards During a Presidential Election Year. Components shall not
grant awards under the conditions set forth under 5 CFR 451.105 (reference b)). This applies to
monetary and time-off awards. However, non-monetary awards such as certificates, plaques and
items of a similar nature are permitted provided that the form of the non-monetary award avoids
the appearance of replacing a bonus. As non-monetary awards may take a wide variety of forms
with a wide variance, both in terms of direct costs and the appearance of such value, recognition
by non-monetary award should create the inherent impression of symbolic value (an honor being
bestowed) rather than monetary worth (cash value).

2. Prohibition of Cash Award to Executive Schedule Officers. DoD Components shall

not grant cash awards under the conditions set forth under S CFR 451.105 (reference (b)).

E. ELIGIBILITY

1. General. Civilian employees who meet the definition of “employee” under
5 U.S.C. 2105 (reference (c)) are eligible to receive awards under this Subchapter. Unless
otherwise provided, under 10 U.S.C. 1124 (reference (d)) members of the Armed Forces are
eligible to be paid monetary awards for only suggestions, inventions, and scientific achievements.
Performance awards may be paid to Senior Executive Service (SES) employees only under
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5 CFR 534.403 (reference (b)) and not on the basis of this Subchapter. Private citizens and
organizations may be recognized for significant contributions to the Department with
non-monetary awards only. .

2. Former Employees. Under 5 CFR 451.104 (reference (b)), awards for contributions
made by an individual when employed by the Department of Defense may be paid to a former
employee or to the estate or legal heirs of a deceased employee. Awards to separated or deceased
members of the Armed Forces for contributions made while the member was on active duty may
be paid to the former member or to the member’s estate or legal heirs.

3. Non-Appropriated Fund Employees. Employees paid with nonappropriated funds are
not eligible to receive monetary awards paid from appropriated funds but may receive

non-monetary awards under this subchapter.

4. Foreign National Employees

a. A foreign national individual who meets the definition of employee as defined under
5U.S.C. 2105 (reference (c)) and is paid with U.S. funds, i.e. direct hire employes, is eligible to
receive awards under this Subchapter.

b. A foreign national individual who is paid on a cost reimbursable basis by agreement
with a foreign country, i.e. indirect hire employee, is not eligible to receive monetary awards but
may receive non-monetary awards under this Subchapter.

F. RESPONSIBILITIES .

1. The Assistant Secretary of Defense for Force Management Policy (ASD(FMP)) shall:

* a. Issue DoD-wide policies and procedures governing the establishment and
administration of awards and awards programs;

b. Review and, if merited, forward to the Director of the Office of Personnel Management
(OPM) recommendations for awards that would grant more than $10,000 to an individual
employee;

c. Review and approve or disapprove, as appropriate, a recommendation for an award of
more than $10,000 for a suggestion, invention, or scientific achievement by members of the
Armed Forces, regardless of the number of individuals who may share therein;

d. Review and endorse, if appropriate, DoD Component recommendations for honorary
Presidential-level awards; and,

e. Establish DoD-level awards and awards programs and delegate administration of such
programs where appropriate.
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2. The Director of Administration and Management (Office of the Secretary of Defense
(DA&M) shall work jointly with the ASD(FMP) in the development and establishment of
DoD-level awards and shall administer the DoD-level civilian honorary awards program.

3. The Deputy Assistant Secretary of Defense for Civilian Personnel Policy
(DASD(CPP)) shall:

a. Recommend DoD-wide policies and procedures governing the establishment and
administration of awards and awards programs;

b. Evaluate the implementation and effectiveness of DoD Components’ award program(s)
and make recommendations as may be necessary; and,

¢. Coordinate DoD-wide awards information.

4. The Heads of the DoD Components shall:

a. Ensure the development, implementation, application, and evaluation of one or more
awards programs for employees covered under this Subchapter;

b. Ensure funds are obligated consistent with applicable DoD Component financial
management controls and delegations of authority;

c. Ensure that awards programs do not conflict with or violate any other law or
Government-wide regulation;

d. Ensure that criteria for awards do not discriminate against individuals on the basis of
race, color, religion, age, sex, national origin, or disability;

e. Endorse to the ASD(FMP) for review or approval recommendations for awards that
would grant more than $10,000 to a single civilian employee; and,

f. Endorse to the ASD(FMP) for review and approval recommendations that would result

in an award of more than $10,000 for a single contribution by members of the armed forces,
regardless of the number of individuals entitled to share therein.

G. AWARD PROGRAM REQUIREMENTS
The establishment, administration or operation of award programs shall provide for:

1. Reviewing award recommendations for which approval authority has not been delegated to
officials at lower levels within the organization;

2. Communicating the relevant parts of award programs to managers, supervisors, and
employees;
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3. Evaluating and assessing awards and award program(s) to ensure that awards: (1) are
used to motivate, recognize, and reward eligible personnel; (2) exhibit a close, demonstrable link
between performance, accomplishment, or contribution to DoD Component goals and objectives
and the receipt of an award; and (3) are granted commensurate with the value of the employee’s
contribution or accomplishment;

4. Documenting all cash and time off awards in compliance with 5 CFR 451.106(e) (reference
(b)); filing award documents in compliance with the requirements of 5 CFR 451.106(f) (reference
(b)); reporting awards data to the Central Personnel Data File (CPDF) in compliance with 5 CFR
451.106(g) (reference (b)) or reporting awards data as required by OPM on an as needed basis;
reporting cash awards for military members as required in section H.4.c. below; and following
appropriate DoD financial management regulations on civilian pay policies and procedures under
DoD 7000.14-R (reference (0));

5. Granting quality step increases consistent with the provisions of 5 CFR 531 Subpart E
(reference (b)) and Section J, “Quality Step Increases”, of this Subchapter.

6. Documenting justification for awards that are not based on a rating of record under 5 CFR
451.103 (reference (b)); and,

7. Developing guidelines requiring managers and supervisors to demonstrate involvement in
equal employment opportunity-related activities to receive awards, as appropriate.

H. MONETARY AWARDS
1. General. Under 5 U.S.C. 4502 (reference c)
a. A monetary award is in addition to the regular pay of the recipient;

b. Acceptance of a monetary award constitutes an agreement that the use by the
Government of an idea, method, or device for which an award is made does not form the basis of
a further claim of any nature against the Government by the employee, his or her legal heirs, or
assigns; and

c. A monetary award to, and the expense for the honorary recognition of, an employee
may be paid from the fund or appropriation available to the activity primarily benefiting or the
various activities benefiting.

2. Awards to Other Agency or Component Personnel. For awards approved for
employees of other Federal agencies or other DoD Components, the Component(s) that benefits

shall make arrangements to transfer funds to the individual’s employing Component or agency. If
the administrative costs of transferring funds would exceed the amount of the award, the
Component employing the individual shall absorb the costs and pay the award.

451-6




Dec 96
DoD 1400.25-M

3. Calculation of Savings. Tangible savings shall be calculated on the basis of estimated net
savings for the first full year of operation. Exceptions may be made in the case where an
improvement with a high installation cost will yield measurable savings continuing more than one
year. In this instance, the award may be based on the average annual net savings over a period of
several years. The years may not exceed the reasonable life of the initial installation or the clearly
predictable period of use, whichever is shorter.

4. Awards to Military Members

a. Under 10 U.S.C. 1124 (reference (d)), the total amount of the monetary award made
for a suggestion, invention, or scientific achievement may not exceed $25,000, regardless.of the
number of persons who may be entitled to share therein.

b. Under 5 CFR 451.104 (reference (b)), funds shall be transferred to the DoD
Component having jurisdiction over the member.

c. Cash awards for military members shall be reported annually to the DASD(CPP)
consistent with instructions on 2 DD Form 1609. The reporting requirements for military
personnel are assigned DD-MA(A) 1345,

5. Examples of Awards Scales. Appendices C and D are models of awards scales based
upon tangible and intangible benefits.

L. PERFORMANCE-BASED CASH AWARDS
Under 5 U.S.C. 4505a reference (c)),

1. Monetary awards may be granted to an employee whose most recent rating was at Level 3
(fully successful level or equivalent) or higher, as defined in 5 CFR 430.208 (reference (b));

* 2. An award granted under this section may not exceed 10 percent of the employee’s annual
rate of basic pay, except that the Component Head may determine that exceptional performance
by the employee justifies an award exceeding 10 percent and may authorize an award up to 20
percent of the employee’s annual rate of basic pay. For an award that is paid as a percentage of
basic pay, the rate of basic pay shall be determined without taking into account any locality-based
comparability, special law enforcement adjustment, or interim geographic adjustment;

3. Employees may not appeal a decision not to grant an award or the amount of the award
paid under this section. This does not extinguish or lessen any right or remedy under Chapter 12,
Subchapter IT of 5 U.S.C. (reference (c)) or Chapter 71 of 5 U.S.C. (reference (c)), or any of the
laws referred to in 5 U.S.C. 2302 ( reference (c)); and

4. Awards granted under this section shall be paid as a lump sum and may not be considered
to be part of the basic pay of an employee.
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J. QUALITY STEP INCREASES

1. A quality step increase may be granted consistent with 5 U.S.C. 5336 (reference (c)) and .
5 CFR 531 Subpart E (reference (b)). Under these references, a quality step increase is in
addition to a periodic step increase under section 5335 of reference (c). It provides an incentive
and recognition of high quality performance above that ordinarily found in the type of position
concerned by granting faster than normal step increases. An employee is eligible for only one
quality step increase within any 52 week period.

2. Under section 531.504 of reference (b), an employee covered by a performance appraisal
program established under part 430, subpart B of reference (b) must receive a rating of record of
Level 5 (“Outstanding™) (or equivalent) as defined in Section 430.208 (reference (b)) in order to
be eligible for a quality step increase. An employee covered by a performance appraisal program
that does not use a Level 5 summary level must receive a rating of record at the highest summary
level under the program and must demonstrate sustained performance of high quality significantly
above that expected at the Level 3 (“Fully Successful” or equivalent) level in the type of position
concerned as determined under component established performance-related criteria. As quality
step increases become part of base pay, the grant of a quality step increase should be based on
performance which is characteristic of the employee’s overall high quality performance and the
expectation that this high quality performance will continue in the future.

3. Quality step increases shall be reported to the Central Pefsonnel Data File consistent with
5 CFR 531.507(b) (reference (b)).

K. SUGGESTION AWARDS

1. General
a. To be considered for an award, a suggestion must:

(1) Identify an improvement in the quality of operations, a cost reduction opportunity,
or an improvement in the timeliness of service delivery that results in tangible or intangible
benefits to the U.S. Government; and,

(2) Be adopted in whole or in part for implementation. The suggestion should set
forth a specific proposed course of action to achieve the improvement or cost reduction.

b. Ideas or suggestions that point out the need for routine maintenance work, recommend
enforcement of an existing rule, propose changes in housekeeping practices, call attention to
errors or alleged violations of regulations, or result in intangible benefits of “good will” are not
eligible for consideration.

¢. DoD personnel who make suggestions concerning improvement of materials or
services purchased from a contractor may be paid a monetary award only if the improvement
results in tangible benefits or intangible benefits to the Government. The suggestion must be
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processed through Government channels to identify correctly the origin of the proposal and the
benefits to the Government. Government employees or members of the Armed Forces shall not
be paid awards based upon benefits to the contractor.

2. Award Amounts and Financing

a. Awards for suggestions shall be based upon tangible or intangible benefits or a
combination thereof.

b. When a suggestion is adopted by another organization, the benefiting organization shall
share in the cost of the total award commensurate with the benefit. The suggester’s organization
will notify the benefiting organization(s) of the amount due and the benefiting organization(s)
shall take prompt action to transfer the funds.

L. INVENTIONS

1. General

a. DoD Component offices responsible for patent matters shall determine that the
invention is of value or potential value to the Department of Defense and that the invention was
made under circumstances that resulted in the Government initiating action to obtain the title or
license.

b. To be considered for an award, the DoD Component’s office for patent matters shall
verify to the appropriate award’s office that conditions in section L.1.a., above, have been met.

c. Ifthe conditions under paragraph L.1.a. above, are not met, but the invention is
determined to be of value to the Department of Defense and the inventor consents to
consideration for an award, the inventor will be required to sign a claim waiver agreement to
be paid an award.

2. Award Payments

a. Eligible personnel may be paid a nominal initial monetary award and an additional
monetary award when the patent covering the invention is issued.

b. If an application for a patent is placed under a secrecy order, the individual will become
eligible for the additional award when a Notice of Allowability of the application is issued by the
U.S. Patent Office instead of issuance of a patent.

c. Awards under this section are not authorized if a monetary award has been paid for the
'same contribution as a suggestion.
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M. HONORARY AWARDS

1. DoD Components shall not title a Component established award or award program .
“Department of Defense” or “Secretary of Defense,” either in whole or in part.

2. Honorary awards to DoD personnel may be granted independently or in addition to a
monetary or a time-off award.

3. Appendix A lists DoD-level honorary awards for which career civilian employees may be
eligible. It also lists Presidential-level awards for which both civilian employees, military members
and private citizens may be eligible.

N. TIME-OFF AWARDS

1. General. Time-off awards are an alternate means of recognizing the superior
accomplishments of employees with other than monetary or non-monetary awards. Decisions to
grant time-off awards shall be based upon the same criteria or circumstances as for any other
incentive award. Time-off awards shall not be granted to create the effect of a holiday or treated
as administrative excusals or leave; i.e. they shall not be granted in conjunction with a military
“down” or “training” day or the like which would grant the entire civilian employee population, or
a majority of the civilian population, a time-off award to be used on a specified day. Though
time-off awards may not have an immediate budget consequence, supervisors and managers shall
consider fully wage costs and productivity loss when granting time-off awards and shall ensure
that the amount of time-off granted as an award is commensurate with the individual’s
contribution or accomplishment. .

2. Award Amount Limits

a. The amount of time off granted to any one individual in any one leave year should not
exceed 80 hours. For part-time employees or those with an uncommon tour of duty, total time
off granted during any calendar year should be based on the average number of hours of work
generally worked during a two-week period.

b. The amount of a time-off award granted to an individual for a single contribution
should not exceed 40 hours. For part-time employees or those with an uncommon tour of duty,
the maximum award for any single contribution should be one-half of the amount of time that
would be granted during the year.

3. Time Limit to Use Award. Time off granted as an award should be scheduled and used
within one year after the effective date of the award.

4. Conversion to Cash Award. Under 5 CFR 451.104 (reference (b)), a time-off award
shall not be converted to a cash payment under any circumstances.
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5. Portability. A time-off award shall not be transferred between DoD Components.
Managers and supervisors should make every effort to ensure that the employee is able to use the
time-off award before he or she leaves the granting Component.

0. AWARDS FOR PRIVATE CITIZENS AND ORGANIZATIONS

1. General. Private citizens, groups, and organizations that significantly assist or support
DoD functions, services, or operations may be recognized to demonstrate the interest of DoD
management in improving efficiency and effectiveness, and to encourage citizensand
organizations in their efforts to assist in the accomplishment of DoD missions. The awards shall
be honorary only. Appendix B lists DoD-level awards for which non-career individuals or private
citizens may be eligible.

2. Eligibili

a. Any person, group, or organization, except for those described in paragraph 0.2.b,,
below, may be considered for recognition under this section based on a significant contribution to
the Department of Defense performed as a public service.

b. Persons or organizations having a commercial or profitmaking relationship with the
Department of Defense or with a DoD Component shall not be granted recognition, unless the
contribution is substantially beyond that specified or implied within the terms of the contract
establishing the relationship, or the recognition is clearly in the public interest.
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SUBCHAPTER 451
APPENDIX A

DOD AND PRESIDENTIAL-LEVEL HONORARY AWARDS

A. DOD-LEVEL HONORARY AWARDS

1. Department of Defense Distinguished Civilian Service Award

a. General. This award is the Department’s highest award given to career DoD civilian
employees whose careers reflect exceptional devotion to duty and whose contributions to the
efficiency, economy, or other improvements in DoD operations are of a significantly broad scope.
Awards may be granted for contributions in a scientific field or for accomplishments in technical
or administrative endeavors. Career DoD employees normally compete for this award with the
competition culminating with an annual ceremony recognizing from five to seven employees from
throughout the Department of Defense. To have received this award through strict competition is
considered extremely prestigious. On rare occasions, when recommended by Secretaries of the
Military Departments, Directors of Defense Agencies or Heads of OSD Components, the
Secretary of Defense may approve this award on a non-competitive basis. When granted non-
competitively, the justification for the award must show that the nominee’s contributions to the
mission of the organization are of such major significance that immediate recognition is
warranted. All nominations for this award must be submitted to the Director, Administration and
Management, OSD, for forwarding to the Secretary of Defense for approval.

b. Additional Information. Further information on eligibility, criteria, and nominating
procedures may be obtained from Washington Headquarters Services, Directorate for Personnel
and Security, Labor and Management Employee Relations Division.

2. Secretag of Defense Meritorious Civilian Service Award

. a. General. This award is the second highest award granted to career civilian employees
of the Department of Defense and other Government Agencies who have distinguished themselves
by exceptionally meritorious service of major significance to the Department of Defense. This
award requires review by the OSD/JS Incentive Awards Board (IAB). The IAB recommends
approval or disapproval of the award. The final approval rests with the Secretary of Defense.

~ b. Additional Information. Further information on eligibility, criteria, and nominating

procedures may be obtained from Washington Headquarters Services, Directorate for Personnel
and Security, Labor and Management Employee Relations Division.
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B. PRESIDENTIAL-LEVEL HONORARY AWARDS

1. President’s Award for Distinguished Federal Civilian Service .

a. General Established by E.O. 10717 (reference (f)), this award is the highest honor for
extraordinary achievement in Federal service. It is granted by the President to career service
individuals whose accomplishments and achievements exemplify, to an exceptional degree,
imagination, courage, and extraordinary ability in carrying out the mission of the Government.
This award is highly selective and nominated individuals should have received their Component’s

highest award for civilians to be considered.

b. Additional Information. Further information on eligibility, criteria and nominating
procedures may be obtained from the Defense Civilian Personnel Management Service.

2. Presidential Medal of Freedom

a. General. Established by E.Q. 9586 (reference (g)), this medal is awarded by the
President for exceptionally meritorious contributions to national security interests of the United
States, world peace, cultural, or other exceptionally significant public or private endeavors. It is
bestowed at the sole discretion of the President. The basis for nomination must be of the most
significant nature to the nation as a whole.

b. Additional Information. Further information on eligibility, criteria and nominating
procedures may be obtained from the Defense Civilian Personnel Management Service. .

3. Presidential Citizens Medal

a. General. Established by E.O. 11494 (reference (h)), this medal is awarded by the
President to individuals who have performed exemplary deeds of service for the country of similar
nature to the Medal of Freedom, but of a lesser impact or scope.

b. Additional Information. Further information on eligibility, criteria, and nominating
procedures may be obtained from the Defense Civilian Personnel Management Service.

4. National Security Medal

a. General Established by E.O. 10431 (reference (1)), this medal is awarded by the
President to individuals for extraordinary contributions to the country specifically related to
matters of national security.

b. Additional Information. Further information on eligibility, criteria, and nominating
procedures may be obtained from the Defense Civilian Personnel Management Service.
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SUBCHAPTER 451

APPENDIX B

DOD-LEVEL HONORARY AWARDS
FOR PRIVATE CITIZENS

A. DEPARTMENT OF DEFENSE DISTINGUISHED PUBLIC SERVICE AWARD

1. General. This is the highest honorary award granted to non-career Federal employees,
private citizens, and foreign nationals who have performed exceptionally distinguished service of
significance to the Department of Defense as a whole or service of such exceptional significance
to a DoD Component or function that recognition at the Component level is insufficient. The
nominee may have rendered service or assistance at considerable personal sacrifice and
inconvenience that was motivated by patriotism, good citizenship and a sense of public
responsibility. To be eligible, the nominee shall be an individual who does not derive his or her
principal livelihood from the Federal Government.

2. Additional Information. Further information on eligibility, criteria, and nominating
procedures may be obtained from Washington Headquarters Services, Directorate for Personnel
and Security, Labor and Management Employee Relations Division.

B. SECRETARY OF DEFENSE AWARD FOR OUTSTANDING PUBLIC SERVICE

1. General. This is the Department’s second highest honorary award granted by the
Secretary of Defense to non-career Federal civilian employees, private citizens and foreign
nationals for contributions, assistance or support to Department of Defense functions that are
extensive enough to warrant recognition but are lesser in scope and impact than is required for the
Department of Defense Distinguished Public Service Award. To be eligible, the nominee shall be
an individual who does not derive his or her principal livelihood from the Federal Government.

2. Additional Information. Further information on eligibility, criteria, and nominating

procedures may be obtained from Washington Headquarters Services, Directorate for Personnel
and Security, Labor and Management Employee Relations Division.
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SUBCHAPTER 451
APPENDIX C

SCALE OF AWARD AMOUNTS BASED ON

TANGIBLE BENEFITS TO THE GOVERNMENT

BENEFITS AWARDS

Estimated First-Year Benefits Amount of Award to Employee
Up to $100,000 in benefits 10% of benefits,

$100,001 and above in benefits $10,000 plus 1% of benefits above
$100,001, up to $25,000 with the
approval of the Office of Personnel
Management.

Presidential approval is required for
all awards of more than $25,000.
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INTANGIBLE BENEFITS TO THE GOVERNMENT

VALUE
OF
BENEFIT

EXTENT OF APPLICATION

LIMITED

Affects functions,

mission , or personnel of

one facility, installats

regional area, or an
izatioaal

of headquarters. Affects

small area of science or

EXTENDED

BROAD

Affects functions,
mission, or personnel of
scveral regional areas or
commands, or an entire
department or agency.
Affects an extensive area
of science or technology.

MODERATE

Change or modification
of an operating principle
or procedure with
limited use or impact.

$25-85125

$126 - §325

$326 - $650

$651 - $1,300

SUBSTANTIAL

3$125-325

$326 - $650

$651 - $1,300

$1,301 - $3,150

HIGH

Complete revision of a
basic principle or
procedure; 3 highly

to the value of a product
or service.

$325- $650

3651 - $1,300

$1,301 - 3,150

$3,151 - $6,300

EXCEPTIONAL

$650 - $1,300

$1,301 - §3,150

33,151 - $6,300

$6,301 - $10,000
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SUBCHAPTER 511
CLASSIFICATION PROGRAM

References: (a) DoD Directive 1400.25, “DoD Civilian Personnel Management System,”
November 25, 1996
(b) Chapters 51 and 53, Subchapter IV, Section 5346, of title 5, United States Code.
(c) Title 32, United States Code.
(d) Title 5, Code of Federal Regulations, Parts 511 and 532, Subparts F and G

A. PURPOSE

This Subchapter implements Department of Defense (DoD) policy and procedures; assigns
responsibilities; and, defines coverage, exclusions, and terms relating to the DoD Classification
Program. These provisions apply to all aspects of the Program for the General Schedule (GS)
and Federal Wage System (FWS) unless otherwise specified. This Subchapter creates a DoD
system for employees to appeal the classification of their positions with the Department of
Defense as the employing agency or through the DoD Civilian Personnel Management Service
(CPMS) to the Office of Personnel Management (OPM). It also creates a DoD system for
managing consistency reviews that result from classification appeals and other reviews that are
deemed necessary by OPM, Office of the Secretary of Defense (OSD) staff, or the DoD
Components.

B. POLICY
It is DoD policy under DoD Directive 1400.25 (reference (a)) that:

1. Secretaries of the Military Departments, Directors of Defense Agencies and DoD Field
Activities with independent appointing authority, and the OSD Director of Administration and
Management shall exercise classification authority and are encouraged to redelegate it to the
lowest practical level. DoD officials with delegated classification authority shall classify
positions consistent with published classification standards, according to the principle of equal
pay for substantially equal work. Officials shall also comply with classification appeal
processing, certificate, and consistency review requirements.

2. DoD supervisors and managers who direct the work of an organizational unit are
responsible and accountable for organizing work in an efficient, effective manner, and for
optimizing resources to carry out the missions of their organizations. They shall ensure that
employees have copies of their position descriptions (PDs), and shall objectively, expeditiously,
and fairly consider employee concerns over the accuracy of their PDs, the classification of their
positions, and formal classification appeals.

3. DoD employees are entitled to present classification appeals under this Subchapter and to

communicate with supervisors or managers and officials in their servicing Civilian Personnel
Offices/Human Resource Offices (CPOs/HROs) without restraint, coercion, discrimination, or
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fear of reprisal. Employees are entitled to be represented by someone of their choosing in
presenting their appeals. Employees and their representatives shall have full access to
information relevant to their pending appeal and be permitted a reasonable amount of official
duty time, if in a duty status at the employing activity, to prepare an appeal and to communicate
with management and personnel officials. Filing a classification appeal does not affect any other
rights or privileges that employees may have under other provisions of law or regulation.
Concerns over the accuracy of the PD shall be processed under the appropriate dispute resolution
procedure.

C. DEFINITIONS

1. Agency. For purposes of this Subchapter, DoD is the agency, as defined in 5 U.S.C. 101,
105, 5102, and 5342 (reference (b)).

2. Appeal or Group Appeal. A written request by an employee, a group of employees
occupying identical positions, or by an agency, under 5 U.S.C. 5103 or 5112 (reference (b)),
asking DoD or OPM to change the official pay plan, title, series, or grade of a position.

3. Appeal File. A file containing all official documents or copies of official docﬁments
related to the appeal.

4. Classification Certificate. A final classification appeal decision issued by deciding
officials on the classification of a position. It may also be referred to as a certificate or an appeal
decision in this document.

5. Consistency Plan. A part of the consistency report, the written plan to review positions
that may be inconsistently classified. '

6. Consistency Report. A written, phased report to advise of the initial, interim, or final
results of a consistency review.

7. Consistency Review. A review directed when there is a probability that identical, similar,
or related positions may be inconsistently classified.

8. Core Document (CD). A document that contains a description of the officially assigned
duties and responsibilities that also includes integrated information for position classification,
staffing, performance measurement, and training. This term is interchangeable with the term,
PD, for purposes of this Subchapter. This term is also synonymous with the term, core personnel
document (CPD), as used in the Air Force.

9. Days. Calendar days.

10. Deciding Officials. Persons delegated authority to make final classification appeal
decisions.
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11. DoD Component. The OSD; the Military Departments (including Air and Army
National Guard); the Chairman of the Joint Chiefs of Staff; the Inspector General of the
Department of Defense (IG, DoD); the Defense Agencies, except the National Security Agency
(NSA), the Defense Intelligence Agency (DIA); and the National Imagery and Mapping Agency
(NIMA); and, the DoD Field Activities.

12. Employee. Except those employees excluded in Subsection D.2., below, a current DoD
employee as defined in 5 U.S.C. 5102 (reference (b)) (includes 32 U.S.C. 709 (reference (c))
National Guard Technicians). This definition also includes an employee whose death occurs
after filing but before the final appeal decision when there is an entitlement to retroactive
benefits.

13. Employee Representative. An individual designated in writing by an employee to advise
or represent the employee in a classification appeal.

14. Identical Position. A position whose duties, responsibilities, and qualifications are
identical to the certified position; i.e., shares the same PD or CD (also known as identical
additional).

15. Position Description (PD). A description of the officially assigned duties and
responsibilities that also includes sufficient information on classification and qualification

factors. This term is interchangeable with CD and CPD for purposes of this Subchapter.

16. Reconsideration Request. A written request to reopen a classification appeal.

17. Related Position. One whose classification is dependent upon the classification of the
certified position; e.g., supervisor and leader positions.

18. Similar Position. One whose duties, responsibilities, and qualifications are so closely
related to the appealed position that identical classification is required.

19. Standardized Position Description (SPD). A description of the officially assigned work
that is general enough to cover many positions and contains sufficient information on
classification and qualification factors. This term is interchangeable with the term, standardized
core document (SCD), for purposes of this Subchapter. This term is also synonymous with the
term, standardized core personnel document (SCPD), as used in the Air Force.

20. Suspension Request. A written request to suspend the required implementation of a
classification certificate that directs a change in the classification of a position.

21. Temporary Compliance Request. A written request to implement a classification
certificate using temporary promotion or reassignment authority to allow employees any
immediate benefits, pending final resolution of a case under reconsideration.

D. APPLICABILITY AND COVERAGE
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1. Organizations. This Subchapter applies to the DoD Components, except as excluded by
5 U.S.C. 5102 (reference (b)).

2. Employees and Positions. This Subchapter covers bargaining unit and non-bargaining
unit employees under the GS and FWS pay systems. This Subchapter does not cover employees
and positions excluded by 5 U.S.C. 5102(c) (reference (b)), except for those in 5 U.S.C.
5102(c)(7) (reference (b)) under the FWS pay system; in the Senior Executive Service (SES);
Senior Level (SL); Scientific and Technical (ST); nonappropriated fund (NAF); Civilian
Intelligence Personnel Management System (CIPMS); or, non-U.S. citizens.

3. Appealable Issues. Except as identified in Subsection D.1. and 2., above, this Subchapter
applies to any appeal relating to the classification of the position (i.e., the title, series, grade, or
pay system) that an employee or group of employees officially occupies.

4. Nonappealable Issues. This Subchapter does not apply to:
a. The accuracy of the official PD, including the inclusion or exclusion of a major duty;
b. An assignment or detail outside the range of the official PD;

c. The accuracy, consistency, or use of DoD or DoD Component-unique supplemental
classification guidance; or,

d. Position titles not prescribed by OPM classification standards; i.e., constructed
position titles or optional parenthetical titles.

5. Nonappealable and Nonreviewable Issues. The following are both nonappealable and
nonreviewable:

a. The class, grade, or pay system of a proposed position or one to which the employee is
not assigned by an official personnel action;

b. The class, grade, or pay system of a position to which the employee is officially
detailed or temporarily promoted on a time-limited basis, except that employees serving under
time-limited promotion for 2 years or more may appeal the classification of their positions;

c. The classification of a position based on position-to-position comparisons rather than
the classification standards;

d. The accuracy of grade level criteria contained in an OPM classification guide or
standard used to classify a position;
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e. The classification of a position for which a CPMS, DoD Component, or OPM appeal
decision has previously been rendered unless there has been a subsequent change in the
governing classification standard(s) or a material change in the major duties of the position;

f. The rate of pay;
g. The propriety of a wage schedule; or,

. h. Matters grievable under an administrative or negotiated grievance procedure or an
alternative dispute resolution procedure.

E. CLASSIFICATION APPEALS PROCEDURES

1. Appeal Submission

a. Filing. GS employees may file an appeal with CPMS, OPM, or through CPMS to
OPM. FWS employees must appeal to and receive an appeal decision from CPMS before
appealing to OPM. An appeal to OPM cancels any GS appeal pending with CPMS. Employees
must submit their appeals through the servicing Civilian Personnel Office/Human Resource
Office (CPO/HRO). This procedure will ensure appeal files contain all required information and
is not intended to discourage employees from exercising their appeal rights.

b. Time Periods. Employees may file an appeal under this Subchapter at any time.
However, when the issue involves a downgrade or any other action that resulted in a loss of
grade or pay, in order to preserve any entitlement to retroactive correction, employees must file
any appeals no later than 15 calendar days after the effective date of the subject personnel action.
FWS employees who file subsequent appeals to OPM must file within 15 calendar days after the
date of receipt of the CPMS appeal decision. When employees show that they did not receive
notice of the applicable time limit or were prevented from timely filing by circumstances beyond
their control, deciding officials may grant an extension of the appeal period.

c. Documentation. To expedite the process, employees must ensure that their appeal
includes one copy of all the written documentation listed in Appendix A of this Subchapter and
complies with the required time periods. If any documentation is missing, deciding officials may
suspend case processing and request required documents from the servicing CPO/HRO or the
employee, as appropriate, before proceeding. If deciding officials do not receive the required
documents within the time periods specified, they may cancel the appeal.

d. PD Accuracy. Deciding officials shall return appeals that do not contain official PDs
certified as accurate by the employee and supervisor to allow for resolution. If the employee
believes the official PD is not accurate, the employee must seek resolution of that issue through
the appropriate dispute resolution procedure before submitting the classification appeal.

e. Employee Claims of Classification Inconsistency. Employees may only appeal the
classification of their positions based upon a comparison with the classification standards.
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Employees claiming classification inconsistency may do so only as an integral part of a formal
classification appeal. See Appendix A of this Subchapter for required information.

2. Employee Representation. An employee presenting an appeal may be represented by a
representative of his or her own choosing (including a union representative). The designation of
a particular representative may be disallowed where the activities of the chosen representative
would create a conflict of interest, conflict with mission priorities, or result in unreasonable cost.
Under such circumstances, an employee wanting representation will be requested to select
another representative. Specifically, an employee’s representative cannot be a supervisor with
line or staff authority over the position, any official having classification authority over the
position, or any personnel staff member. Employee representatives have the same obligation to
cooperate in prompt processing of the appeal as the employees. Employee representatives
generally may not participate in on-site audits and fact-finding unless specifically requested by
deciding officials, or unless a binding labor-management agreement provides otherwise.

3. Official Time Use. Supervisors or managers may provide employees and their
representatives with a reasonable amount of time for the preparation of a classification appeal.
Employees and their representatives must make advance arrangements with their supervisors for
the use of official time. Disagreements will be referred to succeeding levels of management and
to the head of the activity for final resolution, as necessary.

4. Employee Case File Assistance. Servicing CPOs/HROs shall provide assistance to
employees by making available regulatory material; certifying the accuracy of the PD; involving
management officials with delegated classification authority, as appropriate; reviewing the
technical merits of the case; assembling the appeal submission and case file; making the case file
available; advising on requirements for retroactive corrective action; and, providing other
management advisory services as necessary. If the responsible classification authority at the
activity level where the determination originated agrees with the employee’s initial request, it
will take the appropriate corrective action; otherwise it forwards the complete case file for
adjudication.

a. Time Periods for Initial Case File Processing. Servicing CPOs/HROs shall
assemble and forward the employee’s appeal file and the servicing CPO’s/HRO’s administrative
report to CPMS within 15 calendar days of receipt of the employee’s formal appeal, unless
CPMS deciding officials grant a longer time period.

b. Time Periods when Additional Information Required. Employees, their
representatives, and servicing CPOs/HROs shall provide requested information within 15

calendar days from the date of the request.

5. Appeal Adjudication. CPMS shall make final Agency classification determinations
within 60 calendar days from date of receipt of a complete appeal file. CPMS shall notify the
employee, the representative, if designated, the DoD Component, and the servicing CPO/HRO
upon receipt of the appeal. CPMS shall adjudicate an appeal based on the written record and
may conduct an audit or collect additional information if deemed necessary. CPMS shall provide
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an analysis of the duties performed by the employee compared with appropriate standard(s),
advise the employee of his or her right to appeal to OPM, and set the effective date for any
required corrective action. CPMS shall provide the appeal decision directly to the employee with
information copies to the DoD Component and the servicing CPO/HRO. CPMS appeal
decisions constitute certificates that are binding on all administrative, certifying, payroll,
disbursing, and accounting offices within DoD; however, the DoD Components may request
reconsideration.

6. Appeal Cancellation

a. Employee Cancellation. An employee may cancel an appeal at any time by written
notification to the CPMS deciding official, with an information copy to the servicing CPO/HRO.

b. Servicing CPO/HRO Cancellation. When circumstances occur that warrant
cancellation of an appeal as defined in Subsection 6.c., below, the responsible servicing
CPO/HRO (e.g., where the classification authority exists) will provide written notification to
CPMS and include an explanation of the nature and circumstances of the change.

c. CPMS Cancellation. CPMS shall provide written no;tiﬁcation to employées, their
representatives, and servicing CPOs/HROs, with an information copy to the DoD Component,
when a deciding official cancels an appeal. CPMS shall not reopen an appeal canceled for non-
cooperation unless the employee was unable to provide requested information for reasons beyond
his or her control. CPMS shall cancel an appeal when one or more of the following occurs:

(1) The employee or representative:
(a) Withdraws the appeal; or,

(b) Does not furnish requested information within requested time period; or,
otherwise fails to cooperate.

(2) When the employee:
(a) Dies and there is no entitlement to retroactive benefits; or,
(b) Is no longer officially assigned to or is removed from the position.

(3) The duties and responsibilities assigned to the apf)ealed position are significantly
changed while the appeal is pending; or,

(4) The position is abolished.
An employee’s detail or temporary promotion to another position shall not cancel an appeal.

7. Compliance with Classification Appeal Decisions
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a. Prompt Review and Coordination of Appeal Decisions. All parties shall take
prompt action to review appeal decisions that change the title, series, or grade of a position. A
servicing CPO/HRO or DoD Component head who believes a classification appeal decision is in
error shall forward the request for reconsideration, suspension, or temporary compliance to
CPMS within 45 calendar days of the date of the original appeal decision. Under exceptional
circumstances, deciding officials may extend the 45-day deadline.

(1) Reconsideration of Appeal Decision Certificates. Reconsideration of an appeal
decision does not automatically suspend the requirement to implement the decision. DoD
Component management shall direct requests through the DoD Component headquarters to
CPMS. A request for reconsideration must specify whether a suspension of the appeal decision
is being requested. Requesters must provide a complete explanation of why they believe the
original decision to be technically inaccurate; or must identify material facts not previously
presented that would justify a change to the original appeal decision; and must identify any DoD
Component-wide perspective, if appropriate.

(2) Suspension of Appeal Decisions. Suspension of an appeal decision preserves
potential retroactive benefits. CPMS deciding officials will consider a suspension request only if
the request establishes a basis for reconsideration. When a deciding official grants a suspension,
servicing CPOs/HROs must implement a certificate sustained on reconsideration retroactively as
of the date specified in the original certificate unless it directs a downgrade. Deciding officials
will establish a new effective date in the reconsideration decision in these cases.

(3) Temporary Compliance Authority Requests. Temporary compliance authority
prevents subsequent adverse action if the certificate is reversed. DoD Components shall initiate
requests, as appropriate, to CPMS in a timely manner. Servicing CPOs/HROs may not use
temporary compliance procedures to delay the implementation of any certificates.

b. Adherence to Certificates. Servicing CPOs/HROs shall comply with effective dates
specified in the decision letters. Servicing CPOs/HROs desiring additional implementation time
(other than requests for reconsideration, suspension, or temporary compliance) must submit
requests to CPMS, with an information copy to the DoD Component. In conjunction with
implementation of a certificate, servicing CPOs/HROs and management officials with delegated
classification authority will take necessary classification action on any identical, similar, or
related positions. Servicing CPOs/HROs and management officials with delegated classification
authority will not change the classification of certified positions unless there is a change in the
statute, regulation, or classification standard(s) used to evaluate the position, or there is a
significant change in the position's major duties and responsibilities.

c. Appeal Decisions Involving Downgrades that Impact Identical Positions or

Standardized Position Descriptions. Whenever an appeal decision reduces the grade of a
position, the responsible servicing CPO/HRO must promptly notify all affected employees
(including employees entitled to retained grade or pay) of the decision and the reasons for the
reclassification. Such notices must advise affected employees of any appeal rights and specify
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time limits to establish or preserve any right to retroactive adjustment. The responsible servicing
CPO/HRO must ensure that the decision is clearly applicable to the other positions and must not
treat it as automatic.

d. Wrongful Demotions. Servicing CPOs/HROs shall review all administrative actions
taken after a wrongful demotion and reconstruct each action based on the correct classification as
specified in the appeal decision, with full regard to the rules governing effective dates.

e. Reports of Compliance. Servicing CPOs/HROs must provide a copy of compliance
reports upon implementation of an OPM classification certificate to their DoD Component
headquarters and CPMS. Servicing CPOs/HROs must provide a compliance report to CPMS
upon implementation of a CPMS certificate, with an information copy to the DoD Component.

F. CLASSIFICATION APPEALS PROCEDURES UNDER DEMONSTRATION
PROJECT AUTHORITY. DoD Components under approved demonstration project authority
shall specify procedures for filing classification appeals in their Federal Register Notices.
Demonstration project-unique terminology may be used in the Federal Register Notice and minor
modifications to appealable issues may be made; however, the following general procedures
must be incorporated.

1. Filing. An employee may appeal the occupational series, title, or broadband level of his
or her position at any time. An employee must formally raise the areas of concern to supervisors
in the immediate chain of command, either verbally or in writing. If an employee is not satisfied
with the supervisory response, he or she may then appeal to CPMS. If an employee is not
satisfied with the CPMS response, he or she may then appeal to OPM, only after CPMS has
rendered a decision under the provisions of the demonstration project. Appellate decisions from
OPM are final and binding on all administrative, certifying, payroll, disbursing, and accounting
officials of the Government.

2. Time Periods. Time periods for case processing under 5 CFR (reference (d)), as specified
in this Subchapter, apply.

3. Nonappealable Issues. An employee may not appeal the accuracy of the PD, the
demonstration project classification criteria, or the pay-setting criteria; the propriety of a salary
schedule; or matters grievable under an administrative or negotiated grievance procedure or an
alternative dispute resolution procedure.

4. Evaluation of Appeals. The evaluation of classification appeals under the demonstration
project is based upon the demonstration project classification criteria. Case files will be
forwarded for adjudication through the CPO/HRO providing personnel service and will include
copies of appropriate demonstration project criteria.

G. CONSISTENCY REVIEW PROCEDURES
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1. CPMS-Initiated and OPM-Initiated Consistency Reviews. CPMS shall initiate, or
manage, or initiate and manage the conduct of all consistency reviews resulting from
classification appeal decisions issued by CPMS or OPM and other reviews necessary for
Department-wide consistency purposes. CPMS shall request the DoD Component’s assistance
via the DoD Component headquarters chain-of-command. CPMS may expand OPM-initiated
consistency reviews to other DoD Components if determined appropriate. The DoD
Components or servicing CPOs/HROs shall identify, review, and correct the classification of all
identified positions; submit a report that they have classified all identical, similar, or related
positions consistently; or submit a plan, timetable, and proposed progress reporting schedule for
reviewing the positions if they are inconsistent; and, process resultant actions.

a. The report shall contain a copy of the PD; and, either a statement that all identical,
similar, or related positions within the DoD Component are classified consistently, or a plan for
reviewing the positions identified to be inconsistent. The report shall include the numbers of
positions reviewed and the number of position actions taken (e.g., number of positions upgraded,
downgraded, abolished, series changes, etc.). Servicing CPOs/HROs reporting positions that
initially appear to be similar shall explain how differences result in different classifications.
CPMS shall perform any necessary final technical reviews, resolve differences, and issue all final
consistency reports for reviews initiated by OPM.

b. The plan shall outline the tentative identification and location of all inconsistently
classified positions; a timetable for completing the review; and, a schedule for interim progress
reporting, as appropriate. If required, plans are due 90 calendar days from the date of the letter
requiring the consistency report. Time periods for interim progress reports and a final report are
dependent upon the scope of the review. Deciding officials may also specify time periods in the
letter requiring the review.

2. DoD Component-Initiated Consistency Reviews. The DoD Components may conduct
reviews whenever they find reason to believe that identical, similar, or related positions are
classified inconsistently after coordinating the project with CPMS, who will ascertain any cross-
Component effect. Where there is cross-Component effect, CPMS will lead the review. Where
there is no cross-Component effect, Components will proceed with the review and provide
CPMS a copy of the final product.

3. Scope of Consistency Reviews. Consistency reviews should be restricted to positions
performing the same grade-controlling work in organizations similar to those outlined in the
certificate. Related positions, e.g., supervisors or team leaders, should also be reviewed, if their
classification is dependent on the classification of the certified position(s).

H. OCCUPATIONAL STUDIES, DEVELOPMENT, AND IMPLEMENTATION

1. OPM Occupational Studies. Upon OPM study notification, CPMS shall notify the DoD
Components within 1 week if data supplemental to the OPM standard data is required or if any
other exceptions exist. Any required supplemental occupational study data are due to CPMS 2
weeks prior to the required OPM deadline, unless otherwise specified.
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a. Occupational Standard Development Studies. CPMS shall obtain OSD staff
functional input. The DoD Components or servicing CPOs/HROs shall provide the study data
directly to OPM within the required time period, with an information copy of the transmittal.
letter to CPMS.

b. Draft Classification Standards Reviews. The DoD Components or servicing
CPOs/HROs shall collect draft standards review data and provide it to CPMS 2 weeks prior to
the required OPM deadline, unless otherwise specified. CPMS shall obtain and incorporate OSD
functional input into the DoD-consolidated response. The DoD Components or servicing
CPOs/HROs shall request any required extensions to time periods from CPMS. '

c. OPM Classification Standards Implementation. Within DoD, the official receipt of
newly released classification standards is considered to be 5 days after the standard appears on
the OPM website. The DoD Components or servicing CPOs/HROs shall apply newly released
classification standards to all vacant positions upon receipt. The DoD Components or servicing
CPOs/HROs shall have a goal of implementing newly released classification standards for
encumbered positions (electronic or hard copy) within 6 months of receipt. If extenuating
circumstances exist that warrant exceptions as described below, the DoD Components or
servicing CPOs/HROs shall begin implementation of newly released classification standards for
encumbered positions (electronic or hard copy) within 6 months of receipt and complete
implementation within 1 year of receipt. CPMS may initially extend the implementation
schedule upon issuance of a classification standard that impacts a wide span of the workforce or
for other equally extenuating circumstances that warrant exceptions. CPMS, the DoD
Components and servicing CPOs/HROs, in turn, shall consider pay equity, fairness, workforce
reduction, priority placement, and other consistency-related issues in implementing new
classification standards and in extending schedules. The DoD Components requiring extensions
of implementation periods must request extensions from CPMS.

2. DoD and DoD Component Interpretive Guidance

a. DoD and DoD Component Interpretive Guidance or CD Software Application
Development. CPMS shall coordinate with the DoD Components, as appropriate, and issue any
guidance required for consistent interpretation of OPM standards for common functions. DoD
Components may issue any similar gnidance required for consistent interpretation of the OPM
standards or work organization for DoD Component-unique functions. The DoD Components
shall provide copies of final guidance to CPMS when issued.

b. Interpretive Guidance Implementation. Interpretive guidance (electronic or hard
copy) must be implemented within the time periods specified in the issuing guidance or
implementation plan.

c. CD Software Application Implementation. Unless otherwise specified, there is no
mandatory implementation period for CD software applications.
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I. POSITION COVERAGE DETERMINATIONS FOR SPECIAL RETIREMENT
When air traffic controller, firefighter, and law enforcement officer positions are established

or significantly changed, servicing CPOs/HROs must initiate and process position coverage .
determinations in accordance with Subchapters 332, 830 or 840, of this Manual, as appropriate.
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SUBCHAPTER 511

APPENDIX A

DOD CIVILIAN PERSONNEL MANAGEMENT SERVICE
REQUIRED CLASSIFICATION APPEALS DOCUMENTATION

A. INDIVIDUAL AND GROUP APPEALS. Individual and group appeals must include:

1. Employee Identification. Employee's name, mailing address, office telephone and fax
numbers. Group appeals must identify all members of the group by name, mailing address,
office telephone and fax numbers. Group appeals must also include a signed statement from all
members designating the representative, if any;

2. Employer and Employee Position Address. Employing DoD Component and the exact
location of the employee's position within the DoD Component (installation name, mailing
address, organization, division, branch, section, unit);

3. Current and Requested Position Information. Employee's current and requested
position title, pay plan, occupational series, and grade;

4. Copy of Official PD and Accuracy Statement. A copy of the PD to which the employee
is officially assigned, along with a current (not older than 90 days) certified statement concerning
its accuracy. A copy of the signed decision, if appropriate, resolving any dispute regarding PD
accuracy;

5. Technical Rationale. Reasons why the employee believes the position classification is in
error. The employee should refer to position classification standards that support the appeal and
should state specific points of disagreement with the evaluation statement. The employee may
also include a statement of facts that he or she thinks may affect the final classification decision;

6. Employee Claims of Classification Inconsistency. If claimed, appeal files must include:
title, series, and grade of positions believed classified inconsistently with the employee's
position; specific location of the positions, including the activity and organization to which they
are assigned and, if possible, the rationale for citing the positions, including evidence that the
cited positions are essentially identical to the employee's position. In order to find classification
inconsistency, cited positions must perform the same grade-controlling duties as the employee's
position in a similar organization; and,

7. Employee Representative Address. Name, address, business telephone and fax numbers
of the employee's or group's representative, if any.
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B. SERVICING CIVILIAN PERSONNEL OFFICE/HUMAN RESOURCE OFFICE
(CPO/HRO) ADMINISTRATIVE REPORT. Include all of the information required by
Appendix A, Section A, above, as part of the record. In addition, servicing CPOs/HROs shall
provide the following information with the classification appeal file:

1. Appealed Position Documentation. Complete identification of the appealed position,
including a copy of the official PD and evaluation statement. If the appealed position is
supervisory, include copies of subordinates' PDs and evaluation statements used for determining
the base level of work. If subordinate positions include military or local national employees,
indicate their equivalent GS/FWS grades;

2. Appealed Position Organization Documentation. The exact location of the position

within the DoD Component, including accurate organization charts, and mission and functional
statements;

3. Statement of Accuracy. A current (not older than 90 calendar days) signed statement
from the immediate supervisor or higher management official certifying that the official PD is
complete and accurate. A current (not older than 90 calendar days) signed statement from the
servicing CPO/HRO certifying whether or not the official PD is complete and accurate;

4. Official Personnel Action. A copy of the employee's latest SF-50 that shows the
position to which the employee is permanently assigned;

5. Previous Appeal Decisions. Copies of any previously issued DoD Component, CPMS,
or OPM appeal or review decisions which address the classification of the position or similar
positions within the DoD Component or throughout DoD;

6. Response to Employee Issues. The servicing CPO/HRO or DoD Component response
to any classification issues presented in the employee's appeal;

7. Other Information. Any supplementary information bearing on the position's duties
and responsibilities; copies of any previously issued DoD Component interpretive guidance
which addresses the classification of the position(s) under appeal;

8. Supervisory Documentation. A copy of the official PD and evaluation statement of the
employee's immediate supervisor, if applicable;

9. Performance Standards. Performance standards for the position (not the performance
evaluation of the employee); and,

10. Servicing CPO/HRO Contact. Name, address, business telephone and fax numbers of
the servicing CPO/HRO point of contact.
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SUBCHAPTER 530

PAY RATES AND SYSTEMS (GENERAL)

References: (a) Chapter 53 of title 5, United States Code
(b) Title 5, Code of Federal Regulations, Part 530, “Pay Rates and Systems
(General)”
(c) Title 38, United States Code

A. PURPOSE

This Subchapter implements DoD policy concerning “Pay Rates and Systems (General)”
under Chapter 53 of 5 U.S.C. and 5 CFR 530 (references (a) and (b), respectively).

B. SPECIAL SALARY RATE SCHEDULES

1. Annual Review. Within the Department of Defense, the Civilian Personnel
Management Service, Wage-Setting Division, is designated the lead agency, under 5 CFR
530.304(d) (reference (b)), for coordinating the collection of relevant data for the annual review
of special salary rate positions. The division will identify the required data and reporting
requirements to comply with Office of Personnel Management regulations.

2. Special Salary Rates Under Other Titles. The Civilian Personnel Management
Service has the delegated responsibility to set special salary rates for certain healthcare
occupations under 38 U.S.C. 7455 (reference (c)). The requirements for requesting such special
salary rates are identified in 38 U.S.C. 7544 (reference (c)).

3. Voluntary Change to Lower Grade Between Special Salary Rate Positions. When

an employee in a special salary rate position requests a change to a lower-graded position
covered by a different special salary rate schedule, the employee’s step in the lower-graded
position must be determined without regard to either special salary rate. First, compare the
employee’s current grade and step on the General Schedule (unadjusted by any locality pay) with
the rate range of the lower grade on the General Schedule and determine the employee’s step
using locally established pay-setting practices. After the employee’s step in the lower grade is
determined on the General Schedule, the employee’s pay is set at the corresponding step on the
special salary rate schedule.
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SUBCHAPTER 531

PAY UNDER THE GENERAL SCHEDULE

References: (2) Title 5, United States Code
(b) Title 10, United States Code
(c) Title 5, Code of Federal Regulations, Parts 430, “Performance Management,”
and 531, “Pay Under the General Schedule”

A. PURPOSE

This Subchapter implements DoD policy on “Pay under the General Schedule” under Chapter
53 of 5 U.S.C. (reference (a)); 10 U.S.C. 1586 (reference (b)), and 5 CRF 430 and 531 (reference

(c)-
B. DETERMINING RATE OF BASIC PAY

1. Advanced In-Hire Rates

a. The authority to use superior qualifications appointments to set advanced in-hire rates
at all grade levels under 5 U.S.C. 5333 (reference (2)) and 5 CRF 531.203(b) (reference (c)), is
delegated through Component and command channels to officials who exercise personnel
appointing authority (normaily the head of an installation or activity).

b. Responsibilities

(1) Officials to whom the use of superior qualifications appointments is delegated
must develop and apply guidelines and documentation criteria for setting advanced in-hire rates
of pay.

(2) Officials making a superior qualifications appointment must consider a
recruitment bonus before providing advanced rates. Documentation of a superior qualifications
appointment must include reasons for authorizing an advance rate instead of, or in addition to, a
recruitment bonus.

2. Pay Setting On Reassignment, Reappointment, or Transfer

a.. The authority to apply the maximum payable rate rule and set pay considering an
employee’s highest previous rate under 5 U.S.C. 5334(a) and 5 CFR 531.203(c) and (d)
(references (a) and (c)), is delegated through Component and command channels to officials who
exercise personnel appointing authority (normally the head of an installation or activity).

b. Officials to whom the use of the maximum payable rate rule is delegated must develop

and apply criteria guidelines to ensure consistent treatment of employees when highest previous
rates are considered to set pay on reinstatement, reappointment, reemployment, change of
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appointment, transfer, reassignment, promotion, or change to lower grade. The use of a
maximum payable rate is discretionary.

c. When an employee voluntarily accepts a change to lower grade and is eligible for
immediate repromotion to the former grade, the employee’s pay should be set at a rate that will
provide the employee no greater benefit upon immediate repromotion than he or she would have
received but for the change to lower grade.

3. Pav-Setting On Return from Duty Qutside the United States

10 U.S.C. 1586 (reference (b)) preserves the full benefit of pay entitlements of a career-
conditional or career employee who rotates overseas. When an employee exercises return rights
from an overseas assignment and the overseas service was satisfactory, the employee is entitled
to a rate of basic pay not less than the rate to which he or she would have been entitled had the
employee not been assigned to duty outside the United States, including any applicable within-

grade increase(s).

4. Pay-Setting for Former Nonappropriated Fund (NAF) Emplovees

a. When a DoD NAF employee is moved involuntarily to a position in the DoD Federal
civilian employment system, without a break in service of more than 3 days, the employee is
entitled to a rate of basic pay equal to or greater than the employee’s rate of basic pay under the
nonappropriated fund instrumentality immediately before the move.

b. Except as provided in paragraph B.4.c., below, for pay-setting purposes relating to
portability of benefits under 5 U.S.C. 5334(b) (reference (a)), a NAF payband employee’s rate of
basic pay is considered to be the employee’s annual rate of pay, less the General Schedule
locality-based comparability payment for the locality pay area in which the NAF position is
located and any other additional pay of any kind. To obtain that rate of basic pay, divide the
NAF employee’s current annual rate of pay by 1 plus the locality pay percentage in effect for the
area of application.

c. When a NAF payband employee has competed and been selected for a position in the
DoD Federal civilian employment system that is considered to be at a higher level than the
position currently held by the employee under the NAF employment system, an official who
exercises personnel appointing authority (normally the head of an installation or activity) may
consider the NAF employee’s annual rate of pay for pay-setting purposes under the General
Schedule.

5. Application of the Simultaneous Action Rule

a. A general pay change under 5 U.S.C. 5303 or 5305 (reference (a)) which affects an
entire category of employees is not covered by the simultaneous actions rule under 5 CFR
531.203(f) (reference (c)). The general pay change is processed before any other pay benefit.
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b. When an employee is entitled to more than one pay benefit affecting only that
individual employee’s pay (e.g., a within-grade increase and termination of grade retention), the
actions are processed in the order that provides the employee the greatest benefit.

6. Demotion for Cause

When an employee is demoted for cause (actions taken under either Chapter 43 or 75 of
title 5 U.S.C. (reference (a)), the employee’s pay must be set at a rate in the lower grade that does
not exceed the rate of pay held immediately before the action causing the reduction.
Organizations must develop and apply guidelines for setting the pay of an employee who is
reduced in pay for cause.

C. QUALITY STEP INCREASE (QSI)

1. Organizations may award a QSI, under 5 U.S.C. 5336 (reference (a)) and 5 CFR 531 E.
(reference (c)), only in accordance with section J of Subchapter 451 of this Manual.
Organizations must ensure that a QSI is awarded only in recognition of the highest level of
sustained performance above that normally found in the type of position concerned.

2. A QSI, which provides for faster than normal movement within the rate range of a grade,
may not be awarded to an employee in a position that does not meet the definition of “permanent
position” under 5 CFR 531.403 (reference (c)).

D. LOCALITY-BASED COMPARABILITY PAYMENTS

An employee’s duty station, as it is officially indicated on the Standard Form 50, defines his
or her entitlement to locality pay under 5 U.S.C. 5304 (reference (a)). Organizations have
flexibility in determining the employee’s duty station for details and long-term temporary duty.
Such determination shall affect not only the employee’s locality pay, but also entitlement to per
diem or relocation. Organizations must develop guidelines to ensure consistent application based
on organization and employee needs as well as budget considerations.
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SUBCHAPTER 540

PAY UNDER TITLE 38-ADDITIONAL PAY
. FOR CERTAIN HEALTHCARE PROFESSIONALS

References: (a) Title 5, United States Code
' (b) Title 38, United States Code

(c) Delegation Agreement Between the Office of Personnel Management and
the Department of Defense, November 30, 1993, and December 20, 1993,
respectively, concerning the use of certain personnel authorities for
healthcare occupations

(d) DoD Directive 6025.13, “Clinical Quality Management Program in the
Military Health Services System,” July 20, 1995

(¢) DoD Directive 1400.25, “DoD Civilian Personnel Management System,”
November 25, 1996

(f) Title 5, Code of Federal Regulations

(g) Chapter 8 of title 29, United States Code, “The Fair Labor Standards Act”

A. PURPOSE

This section provides rules for compensating employees paid additional pay under 5 U.S.C.
5371 (reference (a)) and 38 U.S.C. 7453 and 7454 (reference (b)) as authorized by 5 U.S.C. 1104
(reference (a)) and the Delegation Agreement between the Office of Personnel Management
(OPM) and the Department of Defense (reference (c)).

B. COVERAGE
1. This section covers:

a. A permanent or temporary full-time, part-time, or intermittent nurse (including a nurse
anesthetist);

b. A permanent or temporary full-time, part-time, or intermittent physician assistant (PA),
expanded function dental assistant (EFDA); or,

c. Certain other healthcare professionals including non-physician health care providers as
defined in DoD Directive 6025.13 (reference (d)).

2. A full-time nurse, covered by 38 U.S.C. 7456 (reference (b)) and Subchapter 541 of this
Manual (the Baylor Plan), below, who is regularly scheduled to work two 12-hour tours of duty
on weekends may not receive additional pay for work performed during the nurse’s regularly
scheduled tours of duty.
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C. DEFINITIONS

1. Additional Pay. A premium paid to an employee for working under circumstances or
conditions as authorized under 38 U.S.C. 7453 (reference (b)) and this section. Such pay includes
tour differential, holiday pay, and pay for weekend duty, overtime work, and on-call duty.

2. Category of Nurse or Other Healthcare Professional. A nurse or group of nurses, or
healthcare professional or group of healthcare professionals who performs service within a

specialization of the nursing or other specific healthcare occupation.

3. Dental Treatment Facility. A DoD dental facility staffed and equipped to provide dental
care to eligible beneficiaries. It may be affiliated with or independent of a medical treatment
facility. A dental treatment facility is funded by the Defense Health Program.

4. Lead Agent. The officer who, in addition to commanding a medical center within one of
twelve geographic regions within the United States, is responsible for coordinating healthcare
initiatives within the region. The lead agency has no direct authority over the tri-Service
commanders within the region. However, he or she works in a collaborative manner with the
Military Health Services System partners to manage the delivery of healthcare within the region.

5. Medical Treatment Facility. A DoD health facility staffed and equipped to provide
inpatient and/or outpatient medical care to eligible beneficiaries. It may be affiliated with or
independent of a dental treatment facility. A medical treatment facility is funded by the Defense

Health Program.

6. Nurse. A registered nurse, nurse anesthetist, or licensed practical or vocational nurse,
but does not include a graduate nurse technician, or student nurse technician.

7. Rate of Basic Pay. The rate of pay fixed by law or administrative action for the position
held by the employee including any locality pay under 5 U.S.C. 5304 (reference (a)) or special
salary rate authorized under 5 U.S.C. 5305 (reference (a)) and 38 U.S.C. 7455 (reference (b)).

8. Tour of Duty. The hours of a day and the days ofan administrative workweek that
constitute an employee’s regularly scheduled workweek, including regularly scheduled overtime

work.
D. POLICY
It is DoD policy under DoD Directive 1400.25 (reference (€)) that:
1. The head of a DoD Component, or his or her designee, may approve the use of this

additional pay authority in lieu of premium pay under Chapter 55 of 5 U.S.C. (reference (a)) for a
category of nurse or other healthcare professional in any DoD medical or dental treatment facility
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under his or her jurisdiction. This authority may be delegated to a commander of a medical or
dental treatment facility, or its equivalent, but no lower.

2. The decision to approve the use of this additional pay authority for a category of nurse or
other healthcare professional must be coordinated with the commander(s) and /or director(s) of all
other Federal healthcare facilities in the local area to ensure that all Federal nurses or other
healthcare professionals in similar situations are treated in the same manner. Where there are
differences in staffing situations, equal compensation is not necessarily appropriate.

3. The lead agent of the appropriate military health services region must be notified when any
provision of 38 U.S.C. (reference (b)) is implemented within that region. The lead agent may
monitor the use of a reference (b) provision implemented within the region to determine its impact
on healthcare delivery.

4. Authority to use additional pay will be approved based on recruitment and retention
problems caused by local private and non-Federal public pay practices.

5. The commander of a medical or dental treatment facility, or its equivalent, shall ensure
that all affected nurses or other healthcare professionals are granted additional pay on a fair and
equitable basis.

6. The commander of a medical or dental treatment facility, or its equivalent, may terminate
additional pay authorized for any nurse or other healthcare professional under this section when
such pay is no longer necessary to meet recruitment or retention needs. Such termination is not
an adverse action. However, an affected employee must be notified of the intent to terminate the
use of this additional pay authority as soon as practicable before the use of the authority is
terminated.

E. COMPUTATION OF PAY

1. Additional pay under sections F. through J. of this Subchapter, below, for a nurse or other
healthcare professional--including additional pay for a full-time nurse who is regularly scheduled
to work two 12-hour tours of duty on weekends—is based on an hourly rate of basic pay derived
by dividing the employee’s annual rate of basic pay by 2087 and rounded to the nearest whole
cent, counting one-half cent and over as a whole cent.

2. The biweekly and annual limitations on premium pay under 5 U.S.C. 5547 (reference (a))
do not apply to a nurse or other healthcare professional covered by this section.

3. An employee receiving additional pay under 38 U.S.C. 7453 and 7454 (reference (b)) and
this section may not receive premium pay under Chapter 55 of 5 U.S.C. (reference (a)) and
5 CFR 550, Subpart A (reference (f)), and is exempt from the overtime provisions of Chapter 8 of
29 U.S.C. (reference (g)) and S CFR 551, Subpart E (reference (f)). B
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4. When a nurse or other healthcare professional is entitled to more than one type of
additional pay for the same period of service, the amounts are calculated separately on the basis of
the employee’s hourly rate of basic pay as defined in subsection E.1. of this Subchapter, above. .

5. An employee may not receive overtime pay under section I. of this Subchapter, below, in
addition to holiday pay under section H., below, for the same period. An employee who works in
excess of 8 hours in a day on a holiday receives holiday pay under section H., below, for each
hour of work on that day.

6. Additional pay is not considered basic pay for the purposes of civil service retirement,
Federal Employees Group Life Insurance, compensation for work injury, lump-sum annual leave
payments, severance pay, or other benefits relating to basic pay.

F. TOUR DIFFERENTIAL

A nurse or other healthcare professional on a tour of duty, any part of which falls between 6
p.m. and 6 a.m., who works 4 or more hours between 6 p.m. and 6 a.m., shall be paid additional
pay for each hour of work on such tour. When fewer than 4 hours of work fall between 6 p.m.
and 6 a.m., a nurse or other authorized healthcare professional shall be paid additional pay for
each hour of work performed between 6 p.m. and 6 a.m. Tour differential pay is 10 percent of
the employee’s hourly rate of basic pay, unless a higher tour differential is approved under the
authority in section M. of this Subchapter, below.

G. WEEKEND DUTY

A nurse or other healthcare professional on a tour of duty, any part of which falls between
midnight Friday and midnight Sunday, shall be paid additional pay for each hour of work during
such tour. A nurse or other healthcare professional who has two separate tours of duty, each of
which qualify as weekend duty, shall be paid additional pay for each hour of both tours.
Additional pay for weekend duty is 25 percent of the employee’s hourly rate of basic pay, unless a
higher rate is approved under the authority in section M. of this Subchapter, below.

H. HOLIDAY PAY

1. A full-time nurse or other healthcare professional on a 40-hour basic workweek who
works on a holiday shall receive for each hour of work on the holiday basic pay plus additional
pay at a rate equal to the employee’s hourly rate of basic pay unless a higher rate is approved
under the authority in section M. of this Subchapter, below. When the basic workweek of a nurse
or other authorized healthcare professional includes portions of two tours on a holiday, the
holiday benefit shall apply to the shift that begins on the holiday.

2. When a full-time nurse or other healthcare professional performs work on a holiday, such
duty is deemed to be at least 2 hours in duration for the purposes of holiday pay.
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3. A part-time or intermittent nurse or other healthcare professional shall be paid holiday pay
only for work performed on the actual calendar holiday; i.e., no in lieu of day will be designated.

4. A full-time nurse, whose basic tour of duty is two 12-hour tours on weekends (i.e., a
nurse who is covered by the Baylor Plan, 38 U.S.C. 7456 (reference (b)), may not receive holiday
pay for work that is performed during the employee’s regularly scheduled tour of duty.

L OVERTIME PAY

1. A nurse or other healthcare professional (except a nurse covered by 38 U.S.C. 7456
(reference (b)) and Subchapter 541 of this Manual) who performs work that is officially ordered
and approved in excess of 40 hours in an administrative workweek, or in excess of 8 hoursin a
day, shall receive overtime pay at a rate of one and one-half times his or her hourly rate of basic
pay. A nurse or other healthcare professional covered by a compressed work schedule shall
receive overtime pay for hours of officially ordered and approved work in excess of the
compressed work schedule.

2. Except as otherwise provided, irregular or occasional overtime work of less than 1 hour
will be calculated in increments of 15 minutes. An employee must perform at least 15 minutes of
such overtime work to receive additional pay for such work.

3. Overtime work performed by a nurse or other healthcare professional on a day when work
was not scheduled, or for which he or she is required to return to the work place, is deemed to be
at least 2 hours in duration for the purposes of overtime pay. When an employee is called from
on-call duty to perform overtime work, these provisions apply and the on-call duty is suspended.

4. Overtime pay under this section is not limited by the provisions of 5 U.S.C. 5542 (a)(2)
(reference (a)).

J. ON-CALL DUTY (“BEEPER” OR “PAGER” PAY)

1. A full-time nurse or other healthcare professional officially scheduled to be on-call outside
his or her regularly scheduled duty hours or on a holiday shall be paid 10 percent of his or her
applicable overtime rate (under section I. or M. of this Subchapter, below) for each hour of on- -
call duty. On-call duty shall be suspended during any period of actual overtime work. When the
employee is released from a period of overtime work, the employee returns to his or her
remaining scheduled on-call duty, if any, and receives additional pay for on-call duty accordingly.

2. A part-time or intermittent nurse or other healthcare professional is entitled to receive
additional pay for on-call duty when he or she is regularly scheduled to be in an on-call status.
When called back to work, such an employee shall be paid his or her hourly basic rate of pay for
non-overtime work and/or overtime rate for overtime work.

3. When an employee performing on-call duty is required to return to work, the time spent
performing actual work is deemed to be at least 2 hours in duration for pay purposes. An
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employee may not also be paid additional pay for on-call duty for periods that are deemed to be
actual work under this provision.

4. While in an on-call status, an employee must be available to return to work promptly. If
an employee is incapacitated or otherwise unavailable to return to work during a period of
scheduled on-call duty, the employee must report his or her incapacitation or unavailability to the
official authorizing the duty. An employee who is relieved from performing scheduled on-call
duty is not entitled to pay for such duty.

K. COMPENSATORY TIME OFF

1. An employee may request in writing and be granted compensatory time off in lieu of
overtime pay for regularly scheduled or irregular and occasional overtime work. The amount of
the compensatory time off will equal the amount of time spent in overtime work. An intermittent
employee may not request and be granted compensatory time off in lieu of payment for overtime
work. S

2. An employee may not be required to accept compensatory time off in lieu of payment for
overtime work.

3. Compensatory time off should be used as soon as possible after it is eamed but not later
than the end of the twenty-sixth pay period following the pay period in which it is earned. Any
unused compensatory time off shall be paid at the overtime rate at which it was earned.

4. A full-time nurse, whose basic tour of duty is two 12-hour tours on weekends (i.e., a
nurse who is covered by the Baylor Plan, 38 U.S.C. 7456 (reference (b))), may not be granted
compensatory time off in lieu of overtime pay.

L. PAYMENTS DURING PERIODS OF LEAVE AND AUTHORIZED ABSENCE

1. A nurse or other healthcare professional may not be charged leave during periods of
regularly scheduled on-call duty; nor may such an employee receive additional pay for regularly
scheduled on-call duty when, because of leave or other authorized absence, the employee is not
expected to be able to return to work immediately.

2. ‘When on court leave, or military leave, a nurse or other healthcare professional is entitled
to such additional pay as he or she otherwise would have received.

3. When on annual or sick leave, or on compensatory time off, a nurse or other healthcare
professional is entitled to tour differential pay for a period of paid leave only when the total
amount of leave in a pay period is less than 8 hours.

4. When excused from work because of a holiday or in lieu of holiday, a nurse, or other
healthcare professional is entitled to any otherwise appropriate tour differential pay.
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M. HIGHER RATES OF ADDITIONAL PAY
38 U.S.C. 7453(j) (reference (b)) provides the authority to approve higher rates of additional

pay than allowed in sections F. through J. of this Subchapter, above. At this time, this authority is
reserved.

N. RECORD-KEEPING REQUIREMENTS

The commander of 2 medical or dental treatment facility, or its equivalent, and the affected
director of personnel shall keep adequate records to evaluate the use of this authority as required
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